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The Departaient of Labor through^ the Broward Employment ahd Trainipg 
Administration made the Ciirriculmn Development for N e» Occupational 
Training possible by fundingjthe CETA ^itle .VI Project , TiUe, 
submitted by Broward Coinmun4jty College's Office of Institutional 
Rspearch and Systems Planning, for 1978-79. The assistance of the 
"Broward Industrial -Bo^urd, Port Lauderdale Area Oiamber' of Conao^rce,. 
Broward County Urban League , and^Browaird County Public Schools 
contributed to cOTonunity. acceptance arid fi*ld validation of the 
project. , Kathleen; Roont» and Diane Schiffidwi of Brpward Community 
College's BETA stafr assisted Mantha Mehallife in the yequ^st for 

funding. ' , . . • • 

- * . * ■ ' ■ ■ 

Purthe? .support was present , from 6roward Community college's Board 
of Trusteed,. Pr^ident A. Hugh Adeyns, and Executive. Vice President, 
blinton ,b. Hamilton.' I^iey endorsed the project which enabled the 
Proj^6t Direqtor, Mantha Vlahos Mehallis, to.en?)loy Kerry Lyn Fair 
as Project Coifcrdinator. Ms. Fair organized the interviewing staff 
ipto a pdhesive reNarch team.* 'she-did an excellent job in 
supervising and participating in the entire data cgll^ction process 
Speci^al thanks are extended t? Ted Wright for computer progranaoing 
the analyses; and to Antoinette Montwell and Mi'ldred Carn for _ 
secretarial assistance.- All contributed to the success of the 
project, which is inscribed in detail herein^ 
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THE^PKOBLEM AND REVIEW OP THE LITERATURE 



INTRODUCTION 



I 



Broward Community College's Office of ' IitetitutionaV Research 

* ■ ' ■ 1 , * 

•and Systems Planning conducted a nee^s assessment among all major 
employers in Broward County i^et^lB. Results of the study 
identified -existing training needs anu3ng the employers (business, 
industry, and government), this^tent to which the educational 
agencies were meetii\g the -needs, and established communication • • 
between the college and the private ^ector by means of direct _ 
feedback. Conclusions indicated that employers were becoming ^ 
disenchanted with surveys and no follow-up on implementation. 

Therefore, the Director of *Institutional kesearch and Systems 
Planning was concerned tjjat the results .of the assessment be 
utilized to begin addressing n^eds,. Consultation with the 
College Staff, Broward Industrial Board (felB) , Ft. Lauderdale _ ^ • 
' Area Chamber of .Commerce, and the Urban League indicated their 

^ coiKjiirrence. As a result, a project proposal was developed to 

» • • - . • . * J. 

study "Curriculum Development * for New Occupational Training. 

' * ■ * . 

The proposal wais submitted -to the Broward Employment and Training 
.< ^ . 

Administration (BETA) and received^ CETA funding for 1978-79, 

The design and execution of the study is documented in the en- 
suing pages • ^ 
TIIE P ROBLEM * - * 

The problem was that although the employers in Broward Couhty j 
had es^pressed their perceived occupational education needs, the 
needs had not^been articulated into necessary action'-for new 
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iiirriculiaa development and/oj: evaluation and revision of existing programs 

* . ' ■ * * ■ 

THE PURPOSE . * • * • 

'■ . ^ . V 

The purpose of the study included the following objectives: 

1. To form an gidvisory board among business/ industxry and 
local units of governMnt and- educational institutions in 
order to establish a system, for ider^ification and ^ 
prioritization of Broward County employer training needs | 
g&xd the systematic updating of these needs; 

■ • 

2,. To select the highest need priorities for each area 
(discij^line and sector) and initiate course/program 
development ' ^ • 

a. Conduct task analyses for all job titles as * 
necessary . ^ • r 

b. Determine job-entry level competencies " 
c- Translate competencies into curricula; 

3, To condutrt all necessary research for documentation of' 
resources available ^or the delivery of new courses/ 
programs; and ' ^ . ^ 

* 

4. To implement tiie new training programs. 

Evaluation of project goals >and objectives would t>6 ^conducted as follows:: 
!• Formative evaluation of course or program contept; 

2. ■ Summative evaluation in the* form of ^ questionnaire to advisory 

board members regarding the adequacy of programs developed. 

REVIEW OF THE LITERATURE ^ 

/. 

The community college, by defini-tion, ^both serves and is governed 
by it's local community. The term "community college," was^fii^st used 

\ 

by the 1947 President's Commission on Higher Ediication in. reference , 

S 

tQ public junior colleges which were both "community centered" and 
"community serving," Community colleges "spread throughout the country 
in the 1960 to becon^ both the catalysts and ^ the products of community 
cousciousness. (Gleazer, 1968). * ■ . 

7 
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Myran {1978, p. 2) prpposed that the cc»anunity j college has "the 
responsibility to maxiinii?e t^ congruence between its 'services and 
programs and the educational needs ^ and aspirations of all population 
groups in its service areal^.** No loatter if a student majors in 

liberal arts or technical programs, the ultimate purpose of achieving 

\ * 

•a degree in modern A»eri can society" is to obtain employment • Hirst 
(1977) referred to this characteristic as the need for establishing 
"a positive 1-ink between what is taught and whatsis required on' the 
job." In order to know what to teach, one must research the job 
requirements. Curificulum content should be focused on the necessary 

^program outcomes so that graduates Can obtain gainfiil ea^loyment. 

The military services pipneered the use qf datc?-based means to 
determine curriculuni content for training programs {DAF, 1970; DAF, - j//^ 
1973 f DA, 197^^ Curriculum is defined here as "intended learning . 




outcomes" to b^ viewed a's the "product" (i.e., "what is' to be lefirned^ 

as distinguished from instruction, or the "process" (how such learning 

is to ,be attained) . What curriculum is to be learned is dependent 

UE>on policy setting (Johnson, 1967, p. 135). The intent of the present c 

study is to focus on curriculum rather than instruction xn 02rder to 

determine the "intended learning outcomes." 

DeCaro (1979, p,l.) supported the purpose of this study when he 

said that, "The initiM s£ep in establishing any course of study in a ' 

technical career (associate degree leyel) is deteonining the skills that 

'a graduate must possess for successful employment- There* is gene:5"al 

' • •I 
agreement that the^e#skills should reflect the* nee(5s of the fifofession 

in which the graduate is to be employed. At best, r^eds of a 
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prpfe^sicb are derive^ from the advice of a panel of ej^erts in the field J ^ 
JVt worst, they are based upon the experience of a single consul t^nt or . 
''faculty roember. Although needs so derived. may'VeflecJ: the skills - 
required by a profession, they have a fairly fcigH probability of being 

deficient." " * 

Fowler and Seym>ur (1974, p. 46) further supported this'approach when 
th^ stated that, "Development^* of any program should consist of a • 

^ r 

systematic approach to curriculum develo^nnent based on an occupational 
analysis of the specific speciality.? ■ Similarly, Flanagan (1973, p. 551) 

after studying student populations and educational programs, concluded that, 

• » 

"Recent experience indicates that the quality of the present educational 

i • 

programs can be improved more, by Systematic selection of what is to-be ' ■ ^ 
taught than by improving now it is taught." 

' .How are curricula developed? Dyathwohl (1965, p. 83092) says that, 
/'Curricula gain . adoption by consensus that what is taught is of value". 
Kapfer (1971, p. 137) s*ays a rational approach to curriculum development 
utilizes well-defined ob^ective^. Identification of performance discrepancies 
, results in .the identification of training needs and objectives (Mlager and 
Pipe, 1970) and subsequently program objectives (Mager, 1962, Xemp, 1971). 

■ A well-defined training "objective must contain the following i"-^ 
formation^, (1^ A statement that explicit^*€escribes that. overt be- 
- havior by which the learned capability can be observed and me'asured; 

(2) A statement of the conditio ns a nd limitations imposed* on the per- 
••formdhce; and (3) A stat-ement of'^tj} standards of performance expefcted 



of the students (Bulter,- 1972, p. 90). Training objectives must be 
measurable . and described in performance terms* The Curriculum designer. 
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can utilize them to establish program outcon^s so that curricula objectives 
cax} be developed and validated. ^ . * 

Minimum level behavioral objectives state tiie basic goal in terms of 
the perfprfhance, activity^ instrmentation , or behavior that will be ^ 
required of, the learner • They are sometimes referred to as "program ^ 
objectives," because they do not include all th^ specifics of performance . . 
objectives ^d. are often used to develop ^6ver all programs (McAshan^ 1970, pl8), 

^ Many applications have been made in public and private agencies for 
job description purposes and for developing training curricula. ♦ The following 
two factors are commoft throughout: , . - ^ - 

1) "Comprehensive listing of tasks that comprise the specific 

' job activities, serving as the basic unit of an occupation 
for analysis purposes; and 

" ' ^ M ' 

2) ,Heavy reliance' upon job incimbents (ot others very close to 
the actual work situation) as the primary sources of - 
information", (Ammerman, et.al,, 1977, p, 14) • ^ 

Th^ task inventory, description, and occupation sijtrvey processes are 
essentially job description techniques. A job/task description can be 
described as a svunmary of the "behavioral content of a job. For the purpose 
of this study, "task inventory^" "Task analysis," and "task survey" are- 
synonymous and are used interchangeably/- 

"The validity pf course design decisions is directly related to the care^ 
and accur^acy with which the task analysis is^ done. Training programs must 
be responsive to the real needs- of the job. A thorough g«ing task 
analysis- is the' very first step_ in that direction." (i=uianennan, et.^1., 

1977 p< 84) . ' " ' / ' , • 

Task analysis is a systematic process of: 1) defining these desired • . 
outcomes; 2) identifying variables whi.ch affect the outcomes; and , 



3) developing' a plan whereby these variables may be marf&ged^to produce ^ 

the desired outcomes" (Boston^ 1972, i>.7), ' • 

* ■ 

The palmary purpose of ^ task analysis is to define- the desired 



outcoB^s and to plan a course of actiorf which will produce -the defeired ^ 
- -' ■ " ' "■ jiift * 

outcoiafes as defined. The plan developed as • a result of the., t^^. analysis 

t> ' - - ^ # , ■ 

is labeled "the course of action" and sequences activitijWJ planned in 

order to achieve the outcome objective.^ T^k .analysis allows the 

curriculum designer to. focus on necessities while eliminating un- 

productive allocation or resources. * - 

Amnerman^ et.al. , (1977) compiled four volumes concerning Performance 
Content for Job Training for Ohio State University.^ The volumes contain 
the . following information: 

ay Survey feasibiixty ^ . 



, b) Form-of task statements * • 

c) Types of data; ' • 
1,. Extent of task occiarrence ., * * ' * . ' 

2. hevel at task significsmce to the job^ and ' 

3. ^Degree to which formal^school training is recommendfed,« 
^ for. primary task learning to occur." , 

d) Profedural roles . * 



e) cog.t, erf ectiveness . 



' ' GuastisnnaiKes were administered to both wprkers and supervisors and 
r eiul^^^pared . Ohio State University has prepared' computer packages 



to proces^ii^e 'occupational task^ an^ysis survey data obtained along 
' with Xmmerm^^' procedures which are based on factor analysis and re- 



gression aj»Mysis.- Tiyte sequence of components established for the 



...... Task §i6i§P^'pr0Q«^ the following: . ' ,7' 

Determining the occupational scop^ of tntej:jdt. . •• ^ 



2. ConstructiW. comprehensive lists o^ j^fe tasj^s. 

ts-anc 

•7 



P ' ,3. Obtaining task data 'ani- ratings from wdrkers-a;id supervisors 



• ■ /■ ■ H 
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4, Determining "^Ihe*^' job rejevance of -tasks / an^ reporting the 
descripti'Ve iresults. 

5. Selecting tasks for 'instructional consideration,. 

6^ Determining the perfprTnance level to which each task should 
be developed, ^ « 

7- Formulating statements of terminal performajice objectives for . 
. the purpose of coinmunicating the intents gf the learning ' " ^ , 

program. {Ammerman, et,al . , 1977^ p>8) * * , ^ • 

Tj^e in^lenientation of a task analysis enables n^re accurate and de- 
t ^ * ■, ■ . • 

^* ' tailed information to be collected. King and Brooks (1976) defined 

the task analysis as "the prpcess of reviewing the actua^. job cQntent, 

including task lists)? procedures for pefforming tasks, information ^ 

' ■ ■ . ' * .* ■ ■ - 

related to task^ quality cont^l. standards and eqiiipment; tools and . 

supplies. In providing "an oppbrtij^ity ^or trainees to-«i^t _perfor^ 

mance standards acceptable to employers," Harrison (1974) realized the 

: : . ' ' . 

need to, implement a task ana3?ysis. data were collected "relative to 

■ • ■ ■ ' ■ . . J • 

existing job opportunities, j-ob descriptions, methods of j<8b entry,- 
aptirtude and personal traits,^ job tasks 'performed ajnd the proficiency 

■ 

required to perform each task." Simil^ly, (Bernard (1975) discuss^ 
"•"some- of these components in the importance of the tasTc analysis inStJ^- 
ment. 

\ * 

Florida has a con^etency-based vocational education system. The 

system implies that course performance objectives must be the skills 

' ■ gr^c^ates would heed to get and maintain a job." Most of the sub- - 

'r- m ■ ■■ • T 

' ^ stantive curricula changoe hav£ b§en based-Tsn V-TECS (Vocational- 

* '. ' * ' '\ _ _ -r" 

. Technical Education Consortium of StatiB) which is compiling a list 
of job skills which are -b^ing organized ^nto . catalogs of objectives on 
■the hational level/ For each catalog, a state's V-TECS .organization ^ _ 
spends up to two years anal^^zing job^ skills by intervi^ing actual' 
Workers. The occupational survey is, used to identify' "'Gntry- level , 



tasks of t^e worker which .^_e translated into performance: objectives ,and 

crit:eritm-re'ferenced measUres, Instr^actors, can -use the validated V-TECS 

objectives. to%valua€e ',*h6nja-grovm" course/program objectives. 

. Other, than* ;V-TEC5, task survey *proc^4urep have pot* been used routinely 
' . . ' • • ' ^ ' * ^ * ' • '» 

. " * . ' * , ^ * ' ■» 

in eurriculwxp planning by educational agencies (State .^of .Florid^,, 1976, 

p,37)\ Amiiieriaan (1977)* states some"^ possible reason for this pjienomenon:/ 

' ■ ' f • , * ■ • . . 

' • i. Uncertainty vJhether -J^rge^scale surveys^ were . _ 

\ " ^ feasible" for nohfinilltary" "jobs. ^ * . • , - „ 

-2. .Uncertaioty about- how ^tc^^tate tasks in a" form 'useful -' 



for cu^ricuiuiav4ata." ^ 



37 « yncent^nty concerning types of ^ task ^ati necessaty* 

4., Upc^rtainty concerning nieaningful roles of local ^ 
instructional personnel and community interest. 

, ./ • _ ■ ■ 

• 5. Uncertainty of cost-ef f active rress of such a study. 

♦ 

.i 

. . ' &• Uncertainty about training at^general Or detailed levels, 

t 

BACKGROUND . • - 

The Employer Needs Assessment (Mehallis , 1979) conducted by Browa^rd 

ifi ' . * • ■ • - 

Community College (BCC) in 1978 was concerned with "current and , future 
needs for training and manpower, present capabilities of educational 
agencies' to meet the manpower needs,, and recommendations for com- 
-munity planning to meet those needs*" The approach utili2e|| in the 
needs assessment centered on collecting information directly from 
the community. The training needs, as perc^^ived by major Broward 
CouQty employers, were determined by means of personal interviews. 
The stated benefits of the heeds assessment included ... "the opportunity'' 
to define, needs more effectively, to identify the , most* appropriate 
.'solucations and to promote interaction between the public and private 



sector to £acilit^te the delivery 6f instr^ibtio^.' . . y {MehaH'i4, 
i91&\ p.*l). The' "£n^:eraction" Vas regarded ^s, essential to 

• • " ; ■ ~> • ' • ' . , , ' 

faciliteite conmunity planning to meet the deiterminiad training need. 

The findings of tHe needs *assessr[i^nt"were presfenteol in three 
primary categories: , - ' ^ - ^ " 

; ^ a) Types Qf training ideat;4^fied\by -employers 'as most 
needed, in Br6ward County ^ • • \ * 

b) ^Highest projected demand oc¥:upatj.ons / 

c) Available' educational programs. 'fori'training and identi- 
•. fication of areas with unfulfilled- training peeds. 

. * JMehailis, 1978, p.79)~ - " . , } • ; 

' ' As an outgz;gwth of. these findings a recommendation was made for 
the implementai;ion of a follow-up project to act upon th^fe expressed 
needs . The community was to" be us'ed not only ?o define and express 
needs, byt to provide the .information necessary to meet those needs 
in the form, of cur^:iculum dej^fe^^l^d/or ew»luation,of existing pro- 
grams ; As pointed out by the Department of Commerce . . . "advances in 
technology, shifts in the demand for certain 'lir'oducts afld services, ^ 
the migration of industries, and the economic trends in •the nation 
call for change^ in -the demand for various occupational skills" 
.(0'Har§., 1977, p.l) . Occupational needs of the community change, 

V 

and a^ they' do, .the college must adjust its program content with 
appropriate curriculum action. 

Currently proposals for new curriculum at BCC'-come primarily 
from campus personnel who have determined by various methods that 
a new course is needed. A proposal is 'submitted to the Academic 
Affairs Committee and must by accompanied br adequate research 
to provide the following information about the proposed course/ 
program and expectations of potential graduates: . 



^) A' description of what graduates Wtould be able to do ' 

b) Stabs tantial evidence of agreement? J^tween the college* . . 
and femployers concerning what the gr'aduate^.jshould he ^ 
able to do / ' ^ 

c) Evidence of a s^bstahtial cbnti?iviirig need for giracjuates • 
of the program * ^ : ' , ' . . - r ^ 

d) Data regarding relevant program of ferisjgs at othef post- 
secondary institutions in the disttict 




e) Asses^ent of economic impact of iispleinerttation ^ 

* ■ , ■ ■ • * ' * ■ . '. 

f) ' Assessn^nt of. Civil Rights iinpact of implententatlon. . 

(Broward Coromunity College Policy .Manual) . - ^ 

■ ^-^ , , ' i 

Inforxaal interviews with faculty indicated that most new curriculum 

• ■ • ** 

# 

is initated by faculty members who "felt" needs for, a new* program. In 

most cases, the faculty member develops the new curriculum on his. or 

her own initially (sometimes with Staff and Program Development (SPP) 

monies for released time) and then submits it to an ^advisory committee 

for approval. In 'general, then, the advisory committee is asked to. 

ratify an already established curriculum package. There usually is. 

no attempt to conduct a formal task analysis in the occupational field 

to, determine necessary, learning outcomes first and then to translate 

* 

them into curriculum objectives. ^ 
LIMITATIONS 

Any limitations which became apparent during the course of the. 

project were investigated to the extent possible. Where possible 

appropriate modifi(?ations were made, however, several factors could not 

be controlled by the research 'team. They were as follows: ^ 

1. Even though the m^odology indicated that respondents would 
be personnel directors, they did not always prove to be the • 
most appropriate person to' interview. 
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It w^5 deterav^ned that the ^iimne^iate supervisor 6f ^the- position 
, in Question was more appropriate* In large qcsnpanies" tjie 

, department heads were the most relevant tontactg; in , 
smaller businesses, the owner often was also the person who 
.•hired persolinel. - / ' ♦ ^ •, * 

Therefore,' the following types *of persons w^re interviewed! ' 

\ i , Type of Person (s) 



Occupation 



' ^ ' Interviewed 



Business data Processing:^ ^ • • , 

Computer Programmer * • ' department Manager 

Construction Secretary Owner/Office Manager/ 

» • Personnel Director 

fj ■ 

;3rafting . Drafter/Drafting ^ •. 

• J, * Supervisor/.Per^onnel Director. 

. Electrpnic Technician * •Personnel Director/ 

. • Department Head/Head 

' Engineer/Senior Technician 



Head Nurse / Director of -Nursing ^ 

^ ; ' Director of Personnel 

Insurance Secretary . Owner /Off ice Manager/ 

. . Personnel Director 

2. Because of the ..format and the time factor in completing Part ^ 
' B of the questionnaire, some supervisors were hesitant to 

provi^ adequately detailed information. Copies of' job des- 
criptions were offered instead. While the information was 
•helpful, it did not'^conform to the questionnaire "design and/ 
therefore /-^ade it impossible to correlate supervisors' and 
workers' response on Part B for some areas'. 

"A 

3. Several of the persons' interviewed offered "extra" information. 

Interviewers had to make perspnal judgments in interpreting or 

summarizing information presented, resuitiifg in additional 

% ■ 

amounts of interviewer bias . " . 

4. The 'personal nature of the interview situation could have 
' ' • -caused the supervisor to be hesitant in relaying detailed 

information. 



5. The, generic design of the task analysis could , ftave limited 
the scope of information collected' in specific occupations. 

6. - The "employee" involved in the stijdy^was nonrandcaaly - • ^' 

selected by the supervisor. The selection could have' in- - 

» • . , ■» • ' * 

' f luenced, the infdrmatioiv. obtained. 

'". . • • - ^ , ' . . • _ V* 

"7. Since; the program areas being studied are dynamic, chancfes 

" . in Mhe educa.tional cvi^riculum offerings may havf oc.cured 

during .the ^ execution' of t;he prpject. A ,* 

8. It is possible . that some high priority areas may, have been , 
inaclvertently overl^keU. . ' "5'^ 

9. Nm^oiis small businesses (especially construction) m the 
sample could not participate in the project, since the rele- 
vant person ^as rarely available for interview* ^ ^ 

10. Interviewers could have erred in recording jnanual responses 
on Pcurt A of lihe questionnaire. ^ 

' 11. Coding errors could have been made in preparing material for 
computer processing. Keypunch errors should have been 
minimal / -since^ all material was \^erified. 

12. Thergas shortage experienced in South Florida during spring 
and summer 1979 made it necessary to change the research 
design and validate the task analysis via mail questionnaire 
from employees rather than by means of personal interviews. 

" . 13. The high turnover of BETA employees caused some lack of 
"continuity in the project and resulted in changes in the. 
executi^jn of the design and final report. ' ' ' • 

ASSUMPTIONS 

The Project Director assumed that*' the defined populations included 
the universe of' employers which actually existed in the specified 
occupational fields in Broward County. 




DefinitivOn of Terms 



B • C • C • ^ 
B.E.T.A. 
. B.D,P, 

J 

Career or 
Job Ladder 

^ C • B • S • 

Competency 

« 

Ci^irriculum 

Employee 

En try- Level 
Skills 

. ERIC 

H.N.M. _ . 
L.P.N. 



. Broward Conimvini.ty Cbljege • . 

Broward* Emplayment and Training Administration . ' ■ 

Business Data Processing ^ - . ^ 

/ Broward Industrial Board ^ 

A graphic description^ of the opportunities for job 
advancement and career , development^ ii^ » ^ given afield 
of eit^jloyment . . * 

Comprehensive Employment and Tjraining Act 
Comp^t^ncy Based Education " 

The ability (including kngwledge, skills and/or 
attiyides) to perform a specific task or duty 
successfully. 

A set of objectives, content and instifumental 
• activities arranged in the best sequency for 
learning. , i 

One o£ the diitipct major work activities in an 
occupational area. A di^ty consists of one or more 
tasks . ' ' ' ' ■ ' 

Person in occupcitlonal position or job under 
consideration ^ 

Minimum, prerequisite skillp required for a person 

entering an occupation to obtain a job 

« 

Educational Resources In^grmation Center 
Florida Sta^e Employment Service 
Head Nurse Management 
Licensed Practical Nurse 



ERIC 
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O.J.T. ♦ ' ^ 
P.C.B. 

Performance 
CSsjective . 



S.F.M.A. 
S.P.D.* 



Stratifi'eci 

Random 

Sampling 

Task Analysis 



On-the-job training 
Printed Circuit Board 

■ > » 

Personnel Director 



V ■ • - 



A statement in precise, measxareJDle- terms of - 
a particulai^ behaivior to be exhibited by the 
learner \ander specif ie'id conditioJis. < 



Registered Nurse 

Soiath Florida Manuf Adturers Associatio 
Staff and Program Development 



statistical Package "for the Social Sciences 
(computer softyfar^ package) 

A sanjpling process that ensures in advance that 

a Jaaiple will contain the same proportion of meiqbers 

or different groins as^in the larger population. 

A method for investigating a job by using an 
instrximent designed .to obtain infonnation regarding 
job requirements and entry- level skills. in selected 
occupational areas . . ' 



Rgsearch Questions * ' ... 

5 ' N .* ■ ■ • ■ 

The following resessch questions were* addressed by the j^es^archers 



, 1 , , «r 

1) -What were the ocCupationa^l priorities of ^ y'' 

greatest need afe defined by Imploiiers withj.n „ 



^discipline which were appropriate* to • 
post- secondary ISvel education? , . 

2) What vere the jph-^entry level competencies 
for each occupational area, JSentified? 

3) What. recommendations cc^ld be made with • . 
regard to curriculum development or curriculum 
evaluation and the resources available for 

' implementation of new occupational programs 

m 

and/ox courses? 



METHODOi£)Gy 



r 



papulation and Sample ^election • 



* ■ 



The size of ^ach occupational sample was. d^termine^ using a 
stratified randcxn sampling taken from Ohe population qf 200 companies J 
taking into consideration geographic location. « Statistics identifying 
the total number of relevant companies, or population, in Broward County 
were provided by^ the Florida S^ate Einployment Service. (FSES) . No 
restrictions were placed on ccOTpany size# since thg purpose of the 
project was to obtain a broad perspective. Following is a list. of the 
occupational areas ^ sample size and source of cos^any^ names. 



Occiapational Area 
« 

Head Nurse 



Computer Porgrammer: ^ . 
Business Data Processing 



Electronic Technician 



Saturation Sample 
of Companies X. 

25 



40 



45 



Source" of Population 

All major hospitals 
in Broward County 
plus raniSomly selected . 
home health agencies. 

Membership list of the 
Data Processing Managers 
Association I * 

Broward tounty 1978 
Industrial Facilities 
Guide- ** 



Drafting 



Construction Secretary 



Insurance Secretary 



40 
25 

25 



200 



* •Thislfeist was provide?d through the cooperation of the Data Processing 

- •'' ■ ' ' " ' ■ ' ^ ^ 

, Management Association. (DPMA) whose chairman served- on the project 

• ■• ■ . - . ■ / * . ". - • 

' -adivisory board. ; - 

** .This list was prepared by the Browarci 'industrial Board IBIBJ- and 
Represents companies responding to an inquiry conducted by 313 
■ in 1977, • ' ' , - . ■ 



♦ * *■ • ■<■>■■■ 

Following are the statistics pertaining to the completion of-%art A of 
the Task Analysis •■ .-''.^^ .: 



Area 



Sample Size # Completed % Completed 



Head Nurse 


25 


Computer • 




Progr^ininer 


40 


Electronic 




Technician 


45 


Drafting , 


40 


qjonstruction 




S^retary 




Insurance 




secretary 


25 


Projected 




Total : 


200 



18 

21 

' 30 
19 

8 

19 



72% 

53% 

.67_% 
48% 

32% ' 

76% 



Completed 



115 Total: 57% 
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•Following are ^ the st^tistiips pertaining to the rfeturn of Part B 

(En^loyee validation) of. the Task Analysis. Th§ projected sample r 

• . ' ' ■ ■• ' 

size was determinfed'by the" ccanpleted hvanber of respective Part A's. ■ 



Area 



Sample Size 



-# Returned % Returned 



Head Niirse 



18 



■ 11 



61-% 



Computer 
Programmer 



'21 



42% 



Eiectronic 
Technician 



Drafting 



30 



;i9 



16 



121 



.53% 



63% 



Construction 
Secretary 



8 



88% 



Insurance 
Secretary 



.19 



12 



63%-. 



Projected ^ 

Total : 115 



.Completed 

Total: \ 67 



Total: 58% 
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DETE'rMINATION of the occupational priority AREit^ 



[ The Project Director' and the staff met with the, Browarii Covinty 
Personnel Association at* the cCmmencement of the,, project 'to discus? • 
the 'depiand* areas identified as priority ' needs i^v^e previous year's 
• project.' As a result, a survey (see App^dix A) was mailed to a raiKicaa 
selection of companies within .the occupation area%^ listed below: 



Accounting 
Airport Employers 
Auto ttealership & Leasing , 
* Commercial BcUiks 
Construction 

Department Store Employers 
Eptployment Employers 
Health • 

Employers were requested to: 



Insurance ' 
Laundry 

ManiXfacturing & Electronics 
Jlewspaper 

Restaurants, Hotels, & Night Clubsf 
Retail Grocers 
Shipbuilders^ 
Trucking'' S Moving 



• a) Rank, the given titles in order of highest priority , 

hf Indicate any omitted high priority jobs 

c) Indicate interest in being a member of the^ 
educational advisory panel. 

The information collected from the survey was used to determine* ' 

the mean rank importance- of each job title in terms of perceived future 

needs. ^ From this, a list of occupations for further research was 

determined, as, indicated below: ^ 



Auta Mechanic 
Auto Sales 
Bookkeeper 

Business Data Processing- 
, Carpenter ^ 

Chef > 

Electrical Engineer 
■ * Electro-Mechanical Assembler 

Electronic Technician 
• Engineering Drafting 

Heavy Equipment Operator 
/ Home Health Aide * ^ ' 

Insuranpe/Agent/Broker 



IjKiensed Practical Nurse (L.P.N.) 
Loan Processing Clerk ' ^ 
Management/Supervisor 
Medical Lab Technician 
Metal Working Machinist 
Registered Nurse (R.nO 
Retail Sales 
Savings Counselor 
Becretary-Banks, Health, Trucking 

Auto Dealers, Insurance, 

Construction 
Short-Order Cook 
Teller 



ERLC 
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- ■ EaciS^Ri^l.was researched ^c^tenifci^e whether "thfe^ need was 

■ >* • ■ ' ■ • . > 

fvurther vilid^ted' and whe^ibpr t2;Mning was appropriate at community 

^;;OiJ.'fege level, i ^ ^ , ''^\ ^ ' 

Follovjttng ia a 113,1 of occi^atioag., in ^^habetical .order, which' 
were subsequently eliminated from- the project for the started reasons: 



Automotive Mech^ic Training * Available at se<5ondary School 
^ . level * 



Autpmotive Sales - 



Training availaUb^ at -either vocational 
;level or oh-- the-- job (OJ^.T,) straining 



Automotive Parts Sales -O^J.T. 



BcKDkkeeper - 

Carpenter * 
Chef - 

Electrical Engineer 



^lectro-Mecrianical 
Assembler 

Heavy Equipment 
Operator 

Home Health Aide - 



TrMning offered within the accounting"^ 
courses at* B.C.C. . " 

• • •■ \ 

Training available ajt secondary school 
vocational level - • * 

Courses offered at B*C*C. 

Program available at ?.C.C. in Electrical 
Engineering Technology which can lead to* a 
four ye^r bacculaureate degree 

/ • . 

Generally □•J.T. vocational level 

Training available at secondary school 
vocational level 

Courses available at vocational schools; 
area not generally regarded as -being 
applicable to community college level 



Insurance Agent/Broker. -B.C*C. offe;rs general insurance courses 

\ and a preparatory course for licensure 



Licensed Practical 
Nurse (LPN) 



Cdurses available 4t vocational school 
level 



Loan Porcessing Clerk - Program offered at B.C.C.; S.J.T. 



Management/Supervisor - (Health, Aircra^ ^ Restaurant^ , Basics, 

Auto- Dealing,. Retail- Stores, Construction)* 
^ THe basic principles of management apply 

/ V throughout the' different areas. Management 

* . courses are bffeifed at the* . 

' * specializ^d.-needs of^ these differ^xft 

^ ^ . . . occupations are met* through d.J.T: and/or 

additional educatioh at upper 'division 
universities. 

Medical Laboratory ^ * Program available at S.C.C. and vocational 
Technician - <k school level * * 

Metal ^Jofking Machinist -draining avaiiable.^at secondary school 

^ vocational level - ' . ^ 

Registered Nurse (R.N, ) -Courses available at B,C*C. and some local 

private colleges 

Retail Sales. - 0,J.T, , 

Savings Counselor - Course available at B,C,C.* and 0-J.T. 

Secretary - . ^-^^..{Bank, I^alth, Auto-Dealers, Trucking) 

^--'^ Secretarial courses are offered at B.C.C. 

Additional courts in th^ above areas were 
not warranted at this, time according to ^ ^ 
the su3rvey results \ 

Short^Order Cook - Course is being implemented at B.C.C, 

Teller - Course available at B.C*C. through- the 

^ Americart Institute of BanJ^ng.,^ 



The remaining occupational are^s were investigated Within B.C.C. - 
to eftsure that pne or more of the following future actions were 

warranted 2 \ . %' 

1. * Evaluation of existing progr^ ' * ^ 

2. Supplemental information to existing program 
'3. New curriculum design^ . • 



As a result of the B.C. C. on-campus validation of occupational needs^ 
the following occupational priority ^areas and recoinmended actions 
were e'stablished for the study? , 



Occtipational' Area 

Business Data Processing 
Coioputer Prograiraaer 

Construction Secretary. 

Engineei'ing Drafting 

Electronic Technician 

Head Nurse Management 

Insurance Secretary ^ 



Acti'on 



Evaluation of, existing program 



Workshop Resign 



Curric^illuiti (fevelopment 
Evaluation of existing ;prbgrain 
Curriculum development 
Workshop dfesign 



PROJECT PREPAKATION PROCEDURES 



)ers of the research teim at the 



%he coordinator and three 
beginning of the project wer/^ concerned with becoming familiar with 
various aspects of the college and collecting informatiofi essential 
to the project. Following is a list of preparatory tasks^ undertaken 
by the team : - . . * ' ' , ^ ^ ' - 

1, General orientation to B.C.C, and its various campuses — 

Particulcir attention was given to understanding the procedures 
involved in introducing n6w courses on. the three ^ campuses. 

, 2;. Familiarity with the previous needs assessment, study, its aims 
and objectives and its link to the current project^ 

3. An extensive library search was conducted of the ERIC system 
(Educational Resources Information Center) . Topics researched 
included: implementing a task analysis; competency-based - 
education; curriculum design? and current research in 
curriculum development, especially in vocational education, 

4, -In preparation for •the extensive interviewing involved, the 
^research team uriderwent a training^ session conducted by tHe V 

^ Director of Insti tutio!;ial Research. The object was to make 
the team aware of how to conduct an effective interview with 
the. least interference from personal bias. The session 
utilized the same format as the previous needs assessment 
{For more details, refer to Mehallis , . 1978 , PP, 16-l9j . 

i 5/ The occupational ranking sheets sent to employers to determine 
the priority training needs were processed. The resulting 
list ,was investigated to determine the priority occupatipnal 
areas. -All the high priority areas were examined to see if 
courses were already offered and whether these would satisfy ^ 
) the expressed needs of the emp^loyers.. 

6.* Campus personnel^ involved in the selected areas were inter- , 
viewed by the team to obtain the instructors* opinions of the 
. current educational situation* 



INTERVIEWING PROCEDURES FOR DATA COLLECTION 



An outline of the general procedures followed by the research 

* ■ * 

team for the intezrviewing protess are listed below; 

1. A list of the oocupational areas to be researched was 
deterriiined. 

2. Mailing lists were established for each occupational are^ 
using a stratified randqni sampling, 

. 3. Letters were mailed to personnel directors/supervisors 
indicating the project objectives and purpose of the 
projected interview. Personnel directors were advised . 
that a member of the research team v^iild be in contact 
with them# (see Appendix B) . 

4, Personnel directors were contacted by phone to set up 
appointments, 

5, > Personal interviews were conducted with personnel directors 

involving Part A of the task analysis instrument. TixRe 
involved was approximately half am hoxor (see Appendix C) 

' Part B was left at the company to be filled in at the 
convenience of the personnel director and mailed back io 

' the college (see Appendix D) . 

6, Employee validations (see ;^pendix E) were mailed to the . 
personnel directors to be filled in by a designated 
employees currently employed in the specified occupational - 
position. Upon completion, questionnaires were returned to 

' B.C.C. by mail. 

. .7. Results of the surveys were coded. and analyzed. 

8. Letters were set out at the end of the project thanking 
pe2:sonnel directors for participating and presenting a 
sxmmiary of the major 'findings of the project (see Appendix H) 
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ESTABLISHMENT OF THE ADVISORY BOARD 

— — . , , f 

The advisory board was establijshed to fulfill the first objectives 
of the project. The purpose and organization procedures involved , 
are outlined below: • 

PURPOSE OF ADVISORY BOARD: • - . 



!• Assist research team in determ:^ning priorities for curriculum 
development and/or evaluation. 

2. Give professional advice to the research team as- needed. 

■ * 

3. Evaluate and critique the training program objectives developed* 
PROCEDUR ES FOLLOW^ WITH ADVISORY BOARD: 

1. A survey was mailed to employers in occupational areas'' defined 
in the Employer Needs Assessment (Mehallis, 1978). Persons 
interested in serving in an advisory capacity in their respect- 
ive occupsLtional areas were asked to submit their name and address < 

2. Volunteers in tfhe occupational areas sleected for further research 
were sent a letter extending an invitation to. the inaugural 

board meeting. A list of the board member;s appears in Appendix G . 



3. Volunteers in ar^s not selected were sent a letter requesting 
that they ser^e a field advisory for the purpose of pilot 
testing the task analysis instrument. 



4. The inaugural board meeting was held January ll, 1979.' Persons 
attending were informed about the project and asked to evaluate 
the task analysis ♦ The opportunity was given for members to 
express special interests, specify positions within the high 
priority areas, and mention any areas which may have been omitted, 

5. Follow-up personal interviews were conducted with each board 
member to obtain more detailed information. 

* 

6. Board members were contacted as needed through the duration 
of the project. ^ 

7. At the conclusion of the project, all persbhs who had assisted in 
an advisory capacity received a letter of appreciation plus a 
summary of project findings. • . . 
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' INSTRUMENTATION " ' ' ' 

' The variables to be included in the task analysis were determined 
by incQrporating the objectives of the |)roject, extensive' library 
research, arid discussions with relevant BCC campus per^sonnel and 
coasnunity advisory organizations (Ft.' Lauderdale Area Chasaber of 
ComiRerce, Broward Industrial Boatd,|and Urbap League) . 

Following is a list of major variables and response format: 



Variables 


Response Format 


1. Overall objective 


1.. 


Self-response 


2. Educational requirements 


2. 


Multiple choice 


3 . Salary 


3, 


Yes-No ; Self response 


♦4* Working hours 


4. 


Self response 


5, Special tests 


5. 


Yes-No; Self response 


6. Employee interaction 




• 

Multiple choice 


7. Promotion strategy 


. 7. 


Yes-No; Self response; 



8, Supervisory responsibilities 

9, Special language requirements 

10. Numbers employed in the 

position 

11. Availability of written job 

description 

12* General skills check list 

13. Task Description 

a) Duty definition 

b) Frequency of performance 

c) Ranking of importance, 

(where applicable) 

d) Steps involved 

(where applicable) 

e) Efficiency level 

(where applicable)* 

14. ' Equipment 

15. Dmfting skills checklist 



Multiple choice 

8. X^s-Noj Self respon!?e 

9. Yes-No; Self responses 



5 

\ 



10, Multiple choiqe categories 

11. Self response 

J.2. Yes-No checklist 

13.^ Self response and Likert-- 
type scale 



14. Self response 

15. Yes-No checklist 



er!c 
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since* the project was concerned with several varied occupational 
areas the instrument was -developed to be generic in design. A three- 
part questionnaire was drafted: 

% 

Part A: Gerjeral information pertaining to the position. 

Presented to the personnel director/supervisor in the 

form of a personal interview, designed to t;ake no more 

than half an hour. (Appendix C) ■ 
Part bI Detail^ job description to be filled out by the 

personnel .director/supervisor and returned to BCC by 

mail. (Appendix D) 
Part C: Employee Validation: To be filled out by a person 

currently employed in the position and returned to BCC 
^ by mail. -(Appendix E) . - - 

The instrument was pilot-tested for the purpose of validat^jU- 

Employers in occupational areas which were eliminated from- the study 

were utilized as the test sample. The draft task -analysis was 

submitted to the advisory board for evaluation, an^ relevant BCC campus 

personnel Checked the format for relevancy to the particular occupational 

areas. Revisions were made in soc^ areas, which were again tested before 

the final version of the task analysis was produced. 

\ . 

DATA ANALYSIS ^ . . 

D^ta were analyzed utilizing both descriptive and inferential 
statistics- Generic information obtained from Part A of the questionnaire was 
tabulated to determine the percentage frequency distributions for each 
of the six occupational areas. Part, B obtained from the supervisor 
(employer) was used to identify .tasks which were then listed for the employee" 
validation (Part C).. Data f^om Part C, in the form of Like rt- type scales, 
were analyzed by calculating means and ranking the tasks in order of both 

♦ 

frequency and importance, ^ 

* 



The Statistical Package for the skoiaci|L Sciences (SPSS) was. 
used to l^termine adjusted frequencies ai4d percentages, means, and 
standard deviations. Responses to the ta^s Analyses were manually 
ranked according to the ^j^an response for bdtii importance and 
frqqu^ncy of tasks and were reported in tabular format. Only those 

responses which were above the midpoint -were rejfc>rted in the final 

\ , [ ■ ■ 

tasks statements for each case. . " * . 

Sioice a saturation sample was employed for eac^ oqcupational 
area, there was no need- to generalize beyond the samples studied. 
The Pearson product-moment correlation (r) was ysed to detarxnine 
the extent of correlation between supervisors and employees With 

^ 

regard t9 characteristics of the job. The Chi-square one-sample test 
was used to determine goodness-of-f it for the six individual samples 
(each occupational area was treated independently of th? others) • ; 
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RESULTS, Inclusions,. AND RECOMMENDATIONS FOR CURRICULA 

<» 

1 , ' ' ■ •* 

General Results ' ^ ^ 

charts on the following pages depict the data obtained as relevant to 

,each occupationar area. The initial" interviewee, or supervisor, was the 

personnel ^i^^^^or for electronic technicians, construction secretaries^ 

and insurance secretaries* The Director of Nursing provided .the information 

■ ■ ' ' 

for head nurses, while the supervisor and department manager did sO for* 
drafting and business data processing respectively ♦ ' ^ ^ 

Persons seeking employment in drafting, computer programming, or the 
secretarial areas are able to do so with a high school diploma, whereas 
the majority of employers of electronic technicians^ and head nurses indicated 
that education beyond the high school diploma was . required. All the ^reas 
reported a 40-hour week except for insurance secretaries who mostly work 
35 to 39 hours per week. Experience and merit were the primary bases for 
salary determination in all fields studied* ^ v 

The number of employees in each company and number of persons employed 
in the position being studied cove^e^ the ^ full range which exists in the 
county. The number of, females employed was dep^dent on the size of the 
company and was not compared to the number of males employed. The number 
of minorities employed shows that electronic technicians tend to encompass 
the lajjge^t percentage ' of minorities, while the othfef occupational areas 
indicated rela|:ively low percentages. 

Supervisors indicated a general preference for much of the training to 
occur at one of the campuses as opposed to on-site in the company. North 
'Campus was preferred for construction secretaries and Central Campus for 



electronic technicians and drafters. Head n\arses were interested m 
training on-site or at North and Central campuses. * . - 

♦•• • 

Most persons^ except those in drafting, entered the job at a fixed 
Salary, Salaury increases were made while they were working in the position. 

Salaries i.ndicate that i^ead nurses and con^uter prograizmiers average the 

/ » . . 

most. Electronic technicians exhibited the widest range from entry to 
maximum salary. 

All fields tend to promote employees without requiring further trainijag* 
The majority^ other than insiirsuice Secretaries, do not require t^^ts for 
entry, and they do not have special language requirements. All tables of ^ 
these, data follow. 



J 



Interviewee's f>osition .in Contpany 



Position: 



Electronic 
Technician 



. Business Data 
Processing 
Head Nurse Drafting {Pro€rrainBter)_ 



Construction 
Secretary 



Personnel D^rej^or 73.3% 

Assistant 
Personnel Director 

Owner 6.7 

Depa r tme n t Manag er 

Director*^df Nursing • 

Head Engineer 10. 0 

Senior Technician 

Office Manager 6.7 

Production Manager 

Supervisor 3 . 3 

No Response 



27.8% 



5.6 



50.0 



11.1 

5.6 



15.0% 0 



10.0 
5.0 

5.0 
50.0 

15.0 



100.0 



33.3% 

11.1 
22.2 



16.7 



33.3 



'tnsurdncs 
Secretary 



73.3% 



5.3 



10.5 



10.5 
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Supervisor RespoRse to Minimal Ek3ucational Recpirements (Question 2, Part A) 



Minimal Educational 
Requirait^nts : 



Kk? formal education 

High School Diploma 

Tfechnical/'i^i^ide School 

Certificate 
(1 year techhical) 



A.S. Degree 
4 year College 
Masters Degree 
Other 



Electronic 
Techniciian 



4.8% 
• 3.2 

20.6 



Hestd 
Nurse 



0 
0 

25,0% 



Business 

Processing . Construction 

Dr af tin^ ^ ^ ^ C caiyuter Prograam>er Secretary 



0 

50. 0% 
22.7 



0 

30.8% 
0 



14.3 


0 


0. 


0 










20.6 


58.3 


0 


30'.8 


1.6 


. 0 * 


0 




0 


0 




0 


34.9 


16.7 

• 


27.3 


34.6 



, 7.7% 
61.5 

7.7 

7.7 
0 

7.7 
0 

7.7 



Insurance^ 
Secrel^ary 



5.3% 
89.4 

0 
0 

5.3 

0 

. 0 

0 



I 
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Hoifrs 



Number of Working Hours per Week (Part A» Question 5) 

♦ • 

" Computer '* 

Electronic Head- Programmer Construction 

Technicians Nurse Drafting B.D.P. Secretary 



Insurance 
Secretary 



35 - 39 



0 



20.0% 



0 



89.5% 



40 



100.0% 



94.4% 



80.0% 



75.0 



100.0% 



10.6 



41 - 45 



0 



5.0 



0 



0 - 



46 - 50 



0 



0 



0 



0 . . 



0 



51 - 55 



0 



0 



0 



0 



55 - 60 



N 0 



0 



0 



0 



No Response 



0 



5.6 



15.0 



•0 



0 



0 



o 
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Basis for Salary 
Determination 



Basis for Salary Detenainatipn (Question 8| Part A) 

• # . ■ •/ 

' Business 
Electronic Head Nurse • Processing Construction Insurance 

Techn!ician .Management Drafting Ccaiiputer Prograinmer Secretary- Secretary 



r.' Commission 

2. Experience 

3 . Education 

4. Salary amd 
Cqosnission 

5» Merit 

6. Other. 



0 

30.0% 
20.0 



20.0 

30 :d 



33.3% 



12.1 



0 



36.3 



21.2 



2.8% 
36. l' 
16.7 

2.8, 
36.1 
5.5 



0 

3l}o% 



6.9 



0 



41.4 



20.7 



V, 



8.4% 

33. '3 
0 



33.3 
25.0 



3,7% 

33.3 
7.4 

3.7 
33.3 
18.5 
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Total Number ^of Employees 



Electronic 
Number of Technician 
Employees \ N = 30 



Head ^ 

Nurse Drafting 
N =^ 18 N ^ 20 



Business Data 

Processing Construction 
(Programmer) v. Secretary 

N - 20 ' N = 9 ^ 



Insurance 
Secretary 
N = 19 • 



Less than 50 10.0% 



50 - 99 



20.0 



100 - 19.9 20.0 
200 ^ 499 23.3 
500 or irtore < 26.7 



11.1% 

11.1 

11.1 

33.3 

33.3 



45.0% 
5f5^ 

20.0 ■ 

25.0 
5.0 



40.0% 
0 

I 

15.0 
45,0 



77.7% 

0 
0 

11.1 
11.1 



84.2% 

6.2 
12.5 

0 
0 
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Total Number of People E)*ployed in the 


Position (Part A, Question 21) 


insurance 
Secretary 


f * 

Nuinber^f 
Employees 


\- 

Electronic 
Technicians 


Head 
Nurse 


Drafting 


Cc»i^uter 

pj^pgramnter 

B.D.P. 


* 

wons wiructiion 
Secretary 


0-5 


, 36.7% 


16\7%* 


45.0% 


70.0% 


5.56% 


68.4% 


6 - 10 


16.7 


27.8 


25.0 4 


• 20,0 


11.1 


26.3 


11 - 20 


6.7 


38.9 


5.0 


» 

5.0 


11.1 


0 


21 - 50 


20.0 


11.1 




0 


0 


0 


50 oir moxfe 


20.0 






5.0 


J 0 


5.3 


Mo Response 


P - 


5.6 


20.0^ - 


0 


22.2 I, 






Number of Females Working 


in .the Position. {Part A, 


Question 22) 




Niunber of 
Employees 


Electronic • 
Technicians 


Nurse 


f 

Drafting 


Computer 

Progiramroer 

B.D.P. 


const! rue uxon 
Secretary 


Insurauice 
Secretary 


None 


40,0% 


0 • 


60.0% 


3p.0% . 




0 




36.7 


16.7% 


• 

20.0 


. ■ 55.0 


37.5% 

« 


63.1% 


6-10 


6.7 


27.8 


' , 5.0 


15.0 


37.5 


31.6 


11 - 15 


3.3 


27.8 


0 


0 


12.5^ --.^ 


0 


16 - 20 • 


3.3 


.11.1" 


0 


0 


12.5 


.0 


21 - 25 


0 


11.. 1 


0 

* 


0 


0 • 


0 


2« '-■ 30 


10.0 , 


5.5 • 


0 


0 


0 


0 


Over 30 


0 


0 ' 


0 


0 


• .'i 0 • 


5:3 


Np Response 


0 


0 . 


■ 15.0 . 


♦ 0 - 


U 


0 
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Number of Minorities Employed in the Position by Percentage of Response (Part 9ue9.t4on 23, 

Computer * 
Minorities Electronic ' Head Programmer Construction. Insurance 

Employed Technician Nurse Drafting (B .D.P.) Secretary Secretary . 



I - 5 
6 - 10 

II - 20 
21 - 50 



46,7% 
20.0 
3.3 
0 



38.8% 
0 . 

0 



15.0% 
' 5.0 
0 
0 



35.0% 
0 
0 

. 0 



11.1% 

0 
0 

t 

o 



31.6% 
0 

5.3 

0 ■ 



More than 
50 



3.3 



0 



0 



None or 

No' Response 26.7 



61. 1 



80.0 



65.0 



88.9 ' 



63-2 
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Sui^rvisor Response to Most Preferred Training .Location (Queatiqn 28^ Part A) 



Business Data 



Preferred Location 
for Traininq 


Electronic 
Technicians 


Head 
Nurse 


Drafting 


Processing 
Con^uter Procframnter 


Construction 
Secretary 


Insurance 
Secretary 


B.C.C. North Campus 


10.5% ' 


19.0%. 


0 


16.7% 


60.0% 


21.0% 


B.CC. Central 
Campus 


57.9 


23.8 

> 


66.7% 


33.3 


0 


21.0 


B.C*C. South* 
Cafhpus 


10.5 


14.3 


16.7 

f 


• 


0 

20.0 


5.3 

> 


On your site 


10. & 


28.6 


0 


33.3 


36.8 


Other 


10.5 ■ 


14*3 


16,7 


16.7 


20.0 


15.8 



K Existence of a Fixed Salary for Persons Entering the Position (Part Af Question 3) 



Response : 



Electronic 
Technicians 



Head Nurse Drafting 



Business Data , 
Processing * Construction 
(Programmer) Secretary 



Insurance 
Secretary 



Yes 
No 

No Response 



70.0% 
30.0 
0 



16.7 
5.6 



. - 35.0% 
45".0 
20.0 



80.0% 
20.0 
0 



44.4% 
• „ 11.1 
- 44.4 



78 . 9% 

5.3 
15:8 



Aixi Salary Increases Made While Working in the Position? (Part A, Question 6) 



Response : 



Electronic 
Technicians 



Head Nurse Drafting 



Busin'ess Data 

processing 

(Programmer) 



Constr^ctio! 
Secretary 



Insurance 
Secretary 



Yes 
No 

No Response 



100.0% 
0 
0 



94.4% 
0 

5.6 



75.0% 
20.0 



100.0% 

0 

0 



55.6% 
11.1 
33. 3 



100.0% 
0 

0 
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Salary Per Week (Part A, Question 4 & 7) 



Electronic Techxxician 



Head Nurse 



Drafting 



Business Data 
Processing 



Construction 
Secrc 




Insurance 
Secretary 
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Entry; 
Ma^cimisn: 

Entry: 
Maximum: 

-Entry: X 

Maximim: 



Entry: 
Maximum: 



Entry: 
Maximum: 



Entry: v 



Maximum: 



Range 

$130 - $2,80 
$170 - $475 

$205 - $286 
$296 - 396 

$121 - $240 
$200 - $326 



$160 - 497. 
$225 - $627 



$101 - 2^.6 
$100 - $300 



$122 - $159 
$185 - $315 



M ean 

$168.28 
$280.00 

$251.21 
$350.00 

$171.28 
$268.16 



$^22.25 
$422.83 



$126.16 
$215.14 



$104'. 8^ 
$205.50 



Response to'Whether Employees Are Promoted Without Further Trainiiig (Part fl, Questibn 12^ 



Business Data 

Electronic * Processing Construction Insurance 

Response; Technicians Head Nurse ^ Drafting (grogrammer) Secretary Secretary 



Yes 

S 

No 

No Resj>onse 



93.3% 
6.7 
0 



83.3% 

5.6 
11. 1 

4 



65.0% 

15.0 

20.0 



75^0% 
-^25.0 
0 



88.9% 
11.1 

0 



57.9% 

15.8 

26.3 
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Response to Special Test Requirements (Part A, ^ Quest. 9) 

' » ' Business Data . 

, ' Electronic Processing Construction Irvsurance 

Response; Technicians Head Nurse Drafting (Programmer) Secretary Sepretar^ 



Yes 
Ho 

No Response 



26.7% 
73.3 



22.2%^ 

66.7 

11.1 



15.0% 

ib.o 

20.0- 



35.0% 
65.0 
0 



22.2% 78.9% 
11.1 0 
66.7 21.1 



Response : 



Existence of Special Language Requirements (Part A ^ Question 17) 

Bu'^iness Data * . 

Processing Construction Insurance 

Technicians Head Nurse Drafting (Programmer) Secretary secretary 



Yes 
No* 



No Response. 



0 

100.0% 
0 



t 



0 

94.4% 
5.6 , 



0 

80.0% 
20.0 



25.0% 
75.5 



77.8% 



22.2 



100.0% 



0 



i9 
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■ BUSINESS DATA PROCESSING; COMPUTER PK>GRAMMER RESULTS SUMMARY . 

Primary Objective of thg Ppsition 

The primary objective of a computer programmie|: is'^to write, interpret, 
modify, maintain, develop, and design software programs. ' 

Supervisory Responsibilities 
• * . 

* 

There usuallyiare no supervisory responsibilities/ However, 20% of the 
supervisors said that occasionally the programmer will: 

a) Lead individual projects ^ . ' 

b) Supervise other programmers 

c) Supervise operators and keypunchers 

M inimum' Education 
^ > ^ 

Experience (listed as "Other"), a high school diploma, or A.S. Degree 
were -cited as minimum requirem^iits. 

i 

Entry Tests \ 

Most employers do not require entry tests, however 26% of supervisors 
^ in the sample did ment-ion test requirements. The type of tests included 

t 

the following: 
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Basic aptitude test 

Basic logic tes^t 

Civil Service -test 
^ Programming aptitude test 
Lancruaofe Requirements 

There are no special foreign lang\aage requirements. 
Safety or Emergency Rec^uirements 



The majority of supervisors felt tSie question was not applicable to 
pro^raimning. Only brief mention was made of the following: — 

a) General safety and security procedure^ 



b) Recovery from a power failure situation 

s 

m 

c) Equipment breakdown v 



Hours Worked 



Work hours are generally 40 hours per week. 
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Entry Salary . ■ . ^ 

Salary is fixed at entry and^verages $222 per week, with a range from 
$X60 to $497. . . . 

• ■ ■ ■ ^ 

Maximum Salary ' 

The maximum salary ranges from $225 to $627 and averages $423 per week. 
Basis for Salary Determination 
Salary is determined; 

(1) merit and v " 

*(2) experienceT . 

Salary increases are made on the^job. , - 



Basis. for' Promotion % ^ - 

An associate (A.S.) degree programmer could advance to the position of 
systems analyst, but this would probably require additional formal 
training to obtain a degree. BelAsw is a chart which indicates the 
percMtage of affirmative responses*" out of the entire sample for each 
method of promotion. Supervisors cited "performance' evaluation" as the 
prevalent mode for promotion, while employees said "experience" was most 
important with "performance evaluation" being second. 





^ Question: On ^at basis is a person prcmioted? 



Supervisor's 
Affirmative 
("Yes") Response 



Promotion on merit 
Seniority 

Additional on-the-- 
job training 

Further outside education 

Performance evaluation 

Testing 

Experience 

Consnission 

Other \^ 



20.0% 
15.0 



20.0 
2^.0 
55.0 
0 

30.0 

0 

30.0 



ES^Jloyee ' s 
Affirmative 
("Yes") Response 

45.0% 
5.0 

25.0 
'25.0 
50.0 
5.6 
35.0 
0 
0 
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Interaction 

^ ; — 



The computer programmer "interacts primarily with supervisors 

and fellow employees. as indicated in the chart below: 

Question: In the position with whom does the employee interact? 



Interaction, 



Supervisor's 
Affirmative 
("Yes")_ResfiQnse 



Supervisor ' s . 
Affirmative 
C'Yes") Response 



No One <^ . 


0 


Jellow Employees 


95.0% 


Supervisors 


100.0 


Customers 


55.0 


•General Public 


0 


Government Officials 


0 


Other 


15.0 



a ■ 

■55/0% 
55.0 
10.0 
0 

*5.0 

0 



Preferred Training Location 

Response to the i-tem regarding preferred training .location was 
inadequate to identify a specific location. 



General Skills 



\ 
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Verbal skills were considered most important, however^ most 
respondents did not compi!ete -the general skills portion of the 
questionnaire. The table on the following page containsVthe response 
to the general skills • checklis^. 
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Business Data Processing Progrqnimer 
General Sgcills Checklist 



Skills 



Response 



Manual Mathematical Readiti^ 

.Supervisor Employee Supervisor Employee Supervisor 



E^loy ee 



• interpretation 
Supervisor Enyloyee 



Extraaply In^rtant 
Very Important 
Important 
Unimportant 
Very Unimportant 
Extremaly Unimportant 
No Response < 



5.0% 
0 

10.0 
15.0 

0 

5.0 
65.0 



4 



10.0%, 
0 

30.0 
10.0 
0 

5.0 
45.0 



20.0% 
5,0 

10.0 
0 
0 

0 • 

eCo 



0 
0 
0 
0 
0 
0 

100.0 



^.0% 
25.0 

s.b 

0 

o 

. 0 
65.0 



0 

' 0 
0 
0 
0 

a 

ioa.0 



'20.0% 
10.0 ' 
5.0 

0 
, 0 

0 • 
65.0 



d 

0 

• 0 
0 

- 0 

0 

100.0 



» 

00 



1 



5ly 
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Skills 



er|c 



Response 



Verbal ' Written Personal Relations 

Suf>ervisor Employee Supervisor Employee Supervisor^ Einployep 




-Supervision 
Supervisor Employed 



5.0% 



5.0% 



5.0. 


5.0 


5.0 


20.0 


20.0 


25.0 


0 


f ■ 


.0, 


0 ' 






65.0 


, 45..0 • 



.1 

I 
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Forecast . 

1 . - . ■• r- r ^ 

D^ta processing can be divided into two types; business and 
scientific. Programmers involved in bxisiness data processing are 
employed ^xn^a. variety of companies , both large and small , that 
utilize computers. There autre an estimated 800 programmers in 
Broward County with a projected demand of 1,200 by 1985. Job 
openings occur at an annual rate of 60 , with 50 of those for 
exi)ansion purposes and 10, for replacement (SFES , 1979). , 

i 




The expansion of business data processing and the increased 
demand for programmers is very e^dent. .Sme possible 
reasons for this were expressed in the 1979 Computer Salary 

t ^^^^^ ^^^^^^^^^^^^^^^ 

Planning Guide. "As a result of technological advancement 
comlpined with substantially reduced costr the mini-^computer 
now stands at the threshold of a growth explosion* 
The main thrust of thi^ growth lies in two ares: 
distributed processing and smll business' or cc»mnercial 
applications" . 

The changing nature of th^ field was mentioned in the 
Business data Programme guide to recruiting and retaining \2- 
computer, professionals : 

"The computer field is in ^a constant state of ^ V 
technolbgical change. Just 'as some computer ' ' ^ 
har;dware becomes obsolete f rqm^one year to th? 
next^ so do some computer people". 
Time was mentioneci^as one of the most, important factors when 
designing any computer training course, especially when 'the 
student is currently employed in ths field! . 
Career changes seem to be occurring due to the increasing use 
of computers,-^ Bookkeepers are being rep^^wred by accountants 
who .com^ itito a business on a part-'time basis.. More accountants 
are signing up for data processing coiorses. 
There is an evident shortage of computer personnel in South 
Florida • Considerable advertising is done to attrapt personnel'* 
.from the North. However, salaries ^ppear to be much lower \n 
. the South resjulting ih considerable difficulty in attracting • 
people to ^Florida* 

/ 
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^aed for continuing education has been ;nentioned in 
cwapu^er literaUire: ^ 
"Maintaining the same application system year aftejf year can 
create substantial but narrow expertise which is not of much 
benefit or stimulation Clo the individual. The. larger the. 
company^ the greater this danger of limited exposxare or 
'overspfecialization' . Periodic opportunities -f or training 
sessions and company-sponsored' short courses are available 
at many 'colleges v^ich tend to encourage the feeling that 
the company is interested in the indi^dual and in his ^ 
or her professional -development" • 

Xt was proposed that the progransner is fast becoming the 
most expensive item in data processing. Previously greater 
time and effort wei^e^ifeeded to produce validated programs • 
Since machinery has become more sophiscated/ less effort is 
needed. 




Computer Pirograaw^rx Buainesa Data 

ProceBsi^ , „ 



(1) 

ExtreMly 
Igf>ortOTt 



Analyze statements of pifoblwa for oon-- » 36 4% 

version to logical flowcharts artd a 
squeuce of syntbolic processing instructions . 

^ ' 55,6 

be cojiversant in: COBOI. 

BASIC ^ ^ 

RPG 11 ^^'^ 

^ MARK IV ^ 

' Assist in design an4 development of new aysteios 27-3 

Develop sub-^systems 

Prepare schedule for system davelopinent / ^ 

Confer with supervisor and user staff to resolve , ^ 
prograxn intent* 

18 2 

Design new* progran^s as requested 

Revise existing programs to meet new requirements 45. S 

Revise existing programs to increase operational ^ ^ 

efficiency ^. * 

' 27 3 

Revidw^report^ and dycutil^nts ^ 

Learn ne\i W^niques - read manuals and documentation 36^4 
on now procKjures and techniques f 



Establish and maintain effective working 45^5 
relationships with others 



Inportance of" Task 



13) 



(4) (S) 
6o«ewhat SoaeiAat Very Eictranaly^ 

Important Unimportant Pniwportant Unliaportant 



Mean 



18.2% 

22.2 
0 
0 
0 

54.5 
63.6 
54.5 

18.2 
36.4 
27.3 

IS. 2 
18.2 
18.2 



11.1% 
33.3 
O 
0 
S.l 
9.1 
27.3 

0 
O 
0 

27.3 
18.2 
0 



0 

0 
0 
0 
0 
0 
0 

0 
0 
D 

0 
0 
0 



0. 
66.7% 
50.0 
100.0 
O 
0 
9.1 

0 

O 
0 

0 
9.1 

O ^ 



1.82 

1:89 
5-33 
3.62 
6.00 
2,45 
2.82 
3.45 

1.82 
2.18 
1.82 ^ 

2.64 
2.64 
1.82 



9,1 



1.73 



Computer ProgrMmert 8\uiin«B8 DhtA 

^ ^ Processing 



Assist in training of "trainTO" progranmergi 
Assist the Systems Analyst 

Review the budget t6 ascertian potential fdk ^ 
further &yst^»3 development 

Recover the cotiputtfr from a pow;pr failure 

condition 

Keview any program revisions Kade to 
ensure proper implementation 

Manually check pfograms tpt logic errors and ' 

mak<$ correctioi^ aa required 

Prepare sample data to' test programs for logic 
errors, accuracy and reliability 

Prej^re computer input/output fontts and 
record layouts 

Prepare narratives describing storage alloca- 
tions « formats J purposes and usage of forms 
and/or records. ^ 

Prepare narratives or^ program txiHoments des* 
cribing program function and program flow 

Prepare written instructions ior cc^puter operators 

Introduce standards for re^rting andp,documentation 

Prepare final documentation 

Evaluate impact of proposed or revised system 
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(1) 4 
Extremely 
IgfHMrtant 



0 

0 
O 

18.2% 

36.4 

'27,3 

27.3 
9.1 



9.1 
18.2 

0 
27,3 
27.3 



(2) 
V^ry 



36.4% 

5Q.0 
18.2 



54,5 
63.6 

S4.5 
27,3 

27.3 

63.6 
4S.S 
ia.2 
36.4 
18.2 




Ii^ytamse off Task ^ 

(3) ^ (4) (5) < (6) 

Soisevhftt . Sonti^t / Vary ^ ExtreMly 

layort^t Unig^rtant^ Ontaport»nt' Pniagwrtant Maan 

L I ■ i i ^ Llf MiltL . L . LIU ■ I . ti.M III ■ n. ...u I. n ..I . ■ M II 

18.2% 18,2% 9.1% 18.2% 3.55 



40.0 0 / 0 ^ 10.0 2.80 

0 18.2 f 9.1 r 54.5 4.82 

■ f 



18.2 0 27, » 36.4 . >il.27 

Vr 



0 0 A 



9.1 0 1.91 



0 


9.1 


0 


0 


1.91 


18.2 


0 


0 




1.91 


63^ 


0 


"* Ik 
0 


0 


2.55 


72.7 ^ 
,27.3 


0 i 
9,1 


d 

0 
0 


0 

0 


2.73 
- / 

2.18 
2.27 


27.3 % 


36.4 


0 


18.2 \ 


3.73 


36.4 
9,1 

*5 


0 
18.2 


0 

f 


18.2 \J 


2.09 
3.18 



CI) 

f 

Computer Programmer i ' , Cont±n\K>U8ly 

Businegg OatA Processing 



Analyze statements of problesw for * 

conversion to logical flowcharts and a . - * 

e^i^eiK:© of symbolic processing instructions^ ^'^'^•3* 

Be conversant in? 

COBOI* - 55*6 

BASIO • 0 

" RPG 11 -37. 5l 

MARK IV 0 

Assist in the design and development of new syst^aa 27,3 

Develop sub-systexas. * 9»1 

Prepare schedule for system development 9«1 

confer with supervisor and user staff to^ ^ 

resolve program intent 54.5 

Dissign nev programs as requested 45.5 

Revise existing prog raw to u^et new requirement* 54.5 

Revise existing prpgraas to increase operational 

efficiency 27.3 

Review report:s and documents for completeness 
and compliance with established standaids a 
procedures - / 



m\ C3) (4) (5) ^ C6) 

? t^m ^^^^^^ 

Rogislarly OcQasionally SqIdom^^Sltuati<m Only Haver Mean 



\ 



63.6% 9.^% 



1.82 



22.2 0 22,2% 0 0 1.89 
0 , 0 33.3 .0 66,7% 5.33 
0 12.5 0 X2,5% 37.5 3.&2 
0 0 0 16,7 83.3* 5.93 

27.3 ' .45.5 ■ ' 0 0 ' 0 2.18 
45.5 36.4 9.1 ' 0 ^ 0 2.45 

9.1 45.5 27.3 0 9.1 3^27 

27.3 {' 18.2 0.0 Q 1.64 

45.5 \^ 9.1 . , 0 0 0 1.64 

27.3 18.2 0 ,0 . 0 , 1.64 

f * » 

36.4 27.3 9.1 0 0 2. IB 

I 

27.3 . 18.2 0 ' 0 , ' 18.2 3.09 



Coajputer PrcMiransBers 
Business Data Processing 



Continuously , lfe«^Xarl.y 



Learn new techniques read xnanuals and 
docuxnentation on new procedures and 
techniques • *" - 

Establish and maintain effective lurking 
relationships Wit)) others ' . 

Assist ih tr^i^ing'of '•trainee'* programaers 

Assist thaJ^ystems analyst 





45.5^ 


27.3% 




63.*$ 


27,3 




"9.1 


^ 36.4 




ID.O 


3o;o 



Review the budget to ascertain pbtential for 

further systems development . ^ 9.1 

Recover the computer from a power failure condition * 27*3 

Review any'' pro^j rain revisions made to pnsure ' 
* proper impXejnent^tion " . 54.5 

Manually check prograrnis for logic errors and ^ 
*make corrections as require* 'p" " " 45.5 

Prepare sample data to test programs for logic 

errors j»-accuracy and reiyiability 45.5 

prepare cofliputer* input/output fort&s'and reoo^ 

layouts k 9.1 

^are narratives desdjTibihg storage allocations, 
'tomv^ts purposes and usage of fonns and/or 
records ^ 
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9.1 



36.4 
36.4 

t 

45.5 
45/5 

45.5 



* <«v - 



<3) • (4) (5) (6) ' . 

Occasionally jSeldoo Si tuation Only Kever ^ Mean 

— r; XT-} --'^ ' — ' 



18,2% , D ^ , ^•i* 2.09 

9vX 0 . , 0 0 1,45 , ^ 

18.2 27.3% . 0 9V1 3*00 

^ * n > 

4^-0 10^0 10.0% 0 2.80 

-I 

9.1 0 9.1 . 63.6 • 4.8:^ * ' T 

0 9.1 " 9.1 45:5 4.00 

» ■ it ' 

0 , 9.1 0 ' ^0 1.64 



18.2 0 a ' . , 0 1.73 



9.1 0^ 0 - 0 1.64 

36.4 9.1 0 0 2.45 



45.5 _ 9.1 ^0 0 , 2.64 



r 
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Buginess Data Processing 



(3) 



(4) 



C5) 



(6) 



EMirgency 

Oooasionally Sel<toft Slciiatidn Only tteVer Mean 



prepare narratives or program comsentJi 
doficribing program function and program flow. 

Prepare written 'ins true tioni for cofliputer . 
operators 

Introduce ptandards for reporting arS 
doc umen ta t rbn 

Piepara final documentation 

EvalfUate impact of proposed ^ revised system 




27.2% 

36,4 

9:i 
45.5 
X8.2 




9.1% 
P 

27.3 
0 

27.3 . 



0 
0 

9«1% 
O 

9a 



9.1% 

0 

9.1 



2.00 

1,82 

3.27 
1.73 
3.00 



t 



o 
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Business Data Processing: Con^uteir Prograinmer 
Importance of Tasks by Mean Rank 



Mean Rank Task Description 

Extremely Important: ^ : 

» 

* 

1.73 • Establish and maintain effective working relations with others 

1,82 Revise existing programs to meet new requirements 

Analyze statements of programs for conversion to logical 
flowcharts and a sequence of symbolic processing 
instructions 

Confer with supervisor and user staff to resolve program intent 

Revise existing programs to meet new requirements 

Learn new techniques — read manuals and documentation On 
new procedures and techniques 

1.89 Be conversant in COBOL 

1.91 Review any program revisions made to ensure proper in^lementation 

Manually check programs for logic errors and make corrections 
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Prepare sample data to test progran^l for logic errors, 
accuracy, and ^reliability 



Very Important: 

2.09 ^ Prepare final documentation 

2.18 Design new programs as requested . 

Prepare narratives or program comments describing progr^ 
function and flow 

2.27 * Prepare written instructions for computer operators 

2.45 Assist in the design and development of new systems 

2.55 , Prepare computer input/output forms and record layouts 



man. Rank Task Description 
V f . 

Very Important ; 



2.64 



2.73 

I 

2.80 
2.82 

3.18 

3.45 

3.5: 

3.6- 

3.73 



Review reports and documents for completeness andf 

compliance witH established standards and procedures 

Revise existing programs to jJ^rease operation 
efficiency *■ . • 

Prepare narratives describing storage allocations, 

formats, purposes and usa^ffr-«if forms and/or records 

••i 

Assist the systems analyst 
Develop siib- systems 
Somewhat importahti 

Evaluate impact of proposed or revised system 
Prepare schedule for system development 
Assist in 'training of "trainee" programmers^ 



Be conversant in RPG II 



Introduce standards for reporting and documentation 



ERIC 



\ t 



60 - 



# 



BUSINESS 'data PROCESSING: COMPUTER PROGRAMMER 




Frequency of Tasks by Mean. Ranks 
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Mean Rank Task Description ^ 
^Continuously : 

1,45 Establish /and maintain effective working relationships with 

others 

1,64 Review any program revisions- made to ensure proper implementation 

; . ' • - \ . • 

Confer with supervisor and user staff to resolve program intent 
Revise existing programs to meet new requirements 
Design new programs a's requested 

Pr^are sample data to test programs for logic errors^ accuracy, 
and reliability 

1.73 Manually check programs for logic errors and make corrections- 

as required 

Prepare final dociamentation 

1.82 Analyze statements of problems for conversion to logical flowcharts 

and a sequence of symbolic processing instructions 

Prepare written instructions for computer operators 

1.89 ' Be conversant in COBOL 

Regularly : ' ■ 

^ 2.00 Prepare narratives or program comments describing program 

function and program flow 

2.09 Learn new techniques — read manuals and dociimentation on new 

procedures and techniques 

2.18 Revise existing programs to increase operational" efficiency 
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0 



Mean -Rank Task Description 



2.18 
2.45 

2.64 
2.80 



■ iRegularly ; 

Assist in the design and development of new systems ' 
Prepare computer input/output forms and record layouts 
Develop sub-systejns 

Prepare, narratives describing storage allocations, formats, 
purposes r and usage of forms and/or records 

Assist the systems analyst 




siness Data Processing: Computer Programmer ' 



Additional Job Tasks 



The following tasks were listed by respondents as important in addition 
to those expressed in the task analysis: < 

Operate equipment to test new program changes 

^Training user departments in equipment use 

Be able to use instruction manuals 

Use manuals to research information 

Produce dociamentation explaining purpose and design of newly 
created files \ ^ . i 

Equipment Utilization 

♦ 

The equipment cited as being used by programmers can be divided into, 
hardware and software. The items listed are generally Applicable to the 



various types of con^juters in use. 



Hardware ; 



Keypunch terminal 
C.R^T. ^terminal ^ 

! 

Line printer ! 
Card reader 
--'Tape drives 



Software : 

Coding forms 

Printer layout forms 
« 

Computer cards 
Manuals 
Fjrow chart? 



.Direct acaess storage disk packs Documentation of program systems 



Hardware ; 

Control processing unit 
Processor . » 
Calculator 
Adding machine 



Software : 



HIPO (hierarchical input proce 
output) worksheet 

Programming stcindards manual 



Saf e,ty . and Emergency ' Procedure 
The following safety and- emergency procedures must be learned by the 



computer programmer; 

1, Disaster recovery 



\ 



2. Security and safeguard procedures assigned by the , 
data pij-ocessing departn^nt 

3* Recovery from poyer failure 

4. Equipment breakdown procedures^ 

5. .Correct handling of disk packs and storage information as 

needed ' * 




COMPUTER PROGRAMMING -{BUSINESS DATA PROCESSING) 



RecocmendatiOn ; It is recommended thad^ the information collected 

via this project be submitted by the Project * 
Director to the Department of Data Processing at 
\ BaC.C. to be used as supplemental information I 

and for program evaluation of their two-year I 
Associate of Science program. 



Objeo^iives ; 



Target Group: 



Assumptions; 



-To update current information regarding the ^tasks 
' performed by computer programmers. 
-To observe the technological changes, if any^l^ in 
the industry and the possible educati^al 
repercussions. 
-To provide an opportunity for computer personnel' 

to evaluate courses currently offered. , . 
Persons who desire to be computer programmers and 
subsequently work in the business fifeld would 
comprise the target group. . ^ 

It is assumed that courses currently offered 
generally, meet the requirements of Broward County' 
• employers.' Any recommended modifications are due 
to current changes in the industry* 
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Suggested Program 1. Some modification of the introductory course 
Modifications : . . , 

. 4 (Fujidamentals of Data Processing)i is / 

. ' recoinmended . to allow for DK>re initial under-- 

standing of all the possible' applications 

bf the computigr in the business world.^ 

2. " Restructuring of the program to allow^for 

mdre "han^s on*' practice of thfe classroom 

theory. Due to" the expense of computer ^ 

time/ it is important that the entry level 

programmer is proficient in iii\plementing 

the learned procedures. Thi? is^ particularly 

true in , understanding file structures and 

how to use them. <' ' ^ 

3. Inclusion of a business dourse to the pjrogram, 
since, to l^der stand the environment in which 
they work. ^An introductory coi^rse in the 

f i'tst year ^could be followed with a more 
. advanced course in the second year. ' 

4. Inclusion of a course in formal logic, since* 
this is fundamental to programming. 
The increased usage of mini-computers by small 
businesses 'will increase the niraber of students 
requiring knowledge of BASIC. 



Program restructuring is recommjended so that 

* ■ • ■ • . 

students will coiraende learaing BASIC a 
little' later- in f^e first year and have the 
<-oppprtunity to do inore work in tfte second 



year. , ■ 



.A»' the field of data prpcds.^ing vulnerable' 

- . - ' ■ ■ ■ . . 

to technological change', 'it; i.^; ar^Qoomended 

that the program be evaluated every two 

years to ensure that relevance is maintained. 



CONSTRUCTION SECRETARY RESULTS SUMMARY 



Primary Objective of the Position 



The main objecrtive of th€r secretary could be stated as having a good 

'V' ^ 

general knp(Wledg^of the operatioli to maintain correct flow of 
paperwork. Allied with this is the need to conduct all necessary, " 
administrative , tasks and to assist the -^gneral public, 

^ ■ * K 

Supervisory Responsibilities ^ 

There wias no evidence of construction secretaries being, given any set ^ 

I 

of supervisory responsibilities, other than taking charge of the office 

- ' ■ . - / * 

in the absence of the supervisor or other superiors^ However ^ the 

I. 

'secretaries perceived that they had supervisory responsibilities twice 
as often as their ^pervisors indicated they did as demonstrated below: 

Question: Does the employee ^Have any supervisory responsibilities? 



Supervisor ' Employee 



■ ' Y^s ^ V ' 22.2% ;■ 44.4% 

No " ' * 44.4 22.2 

No Response 33^3 ^ ' ^3.3 



Miniiaxxtt^ EdU'oation ' , . , 

school dipio^^i^ is th^.minimiim education requireid forsa 
CQn^truction secretary. ' ^ . ^ 




Tests 



^None of the conqpanies interviewed, gave any' special testes to a 

" • ' ■. ' ' . ' ■ ■ 

for th^ position of, construction secj^tary. 

Language jteViirements * 



There ^re n6 special language requireifents • 



Safety or Emergency Requirements 



.Ther^^re^no sa^e^y or emergency requirements. 



^ours Worked 



Tije average is 40 hours per week. 



Entr^ Salary 



The sala;ry ran^ fojr §iitrY7leve.l is "frcsffi. $101 to -$216, however, the 
"average is $126 per week". 

.■ : .-^ ■ . - .• • ■ , ■ 

^ - , \ 

Maximum SaUairy , \ 

The rtaximum salary tange goes up to $300 'with $2J.5 as the weekly Wera 



Basis for Salary Cetqrfnination 



Salary is d^temrinoid by, experience and merit- 



Basis for Promotion 



Most supery;Lsors did not respond to tfte -question' regarding the basis 
, for. promotic^n. ^tost einployees (instruction secretaries) reported that 
on-the-job tiraining results in promotion (sea the chart below). 
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Question: On what basis is a person promoted? 



Prombtioh on iherit . 
Seniority 

Additional on*-the-job 
' training ^ 

Fur.tiier outside education 

Performance evaluation 

Testing 

Experience 

Commission 
% 

other 



1% 



Supervisor's " 
Affirmative 
("Yes^'j Response 

' 22,2%" 

0 



11.1 
^0 
22.2 
0 
• 0 
0 

IX. 1 



* « 



E^loyee ' s 
Affirmative 
( "Yes" ) I Response 

22^2% • ^, 

ih.% 1 

33.3 

r 

; 22.2 

22.2 
■ il.l 

22.2 

11.1 

11.1 



There does not ^appear to be any consistfent promot^nal hierarchy fbr ' • ^ 
construction secretaries, however, mention was ina!d^'of~ad^ncement to 



th§ following positions: 
i bookkeeper . 
departiifent head 
office manager * - ^ 

Preferred Training Location 



'9 



North Campus was the preferred training location, 
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Interaction * • *■ 

The constructior! secretary/ interacts with fellow entployees, the general 
piiblic.v government officials, and customers as deiponstrated below: 

Question: In the position^ with which persons does^^e employee 'interact? 

* 

Supervisor ' s ^p^loyee • s 

Affin^ative , . - v^ffirmative 
' ^Interaction ("Yes") Response < "Yes")- Response ^ 

No One ' - 0 0 

Fellow Employees 66*7% ' ^ 66.i7% 

Supervisors | 22,2 44,4 

Custo^ti^s ' 55,6 44.4* 

General Public 66*7 ' - 55,5 ^ 

Governitient Officials 55.6 ■ 66.7 

other' ^ .22.2 • 22.2 



<: 




General Skills 



The most /important general skills for a construction 'secretary aire: 
(1) reading," (2) ve;rbal, and (3)^ written, ^s reported in the following 
chart: 



CONSTRICTION SECRETARY 

' — : — ' ■' *-r 



\ 



Ski 3. Is ' ♦ 



Manual Mathematical Reading Interpretation 

Response Supervisor Employee Supervisor Employee Supervisor Employee "Supervisor Employee 



Extreme^ily 



Importan t 


0 


0 


' 44.4%. 


11.1% 


33.3%- 


55.6% 


33.3% 


55.6% 


Very iniportant 


11.1% 


11.1% 


11.1 


- 0 


22.2 


11.1 


• 

0 


0 


Important 


; 0 


22.2 ' 

• 


' 0 


33.3 ^ 


, 0 


0 


11.1% 


- H 
0 


Unimportant 


11.1 


22.2 • 


« 

\ 0 * 


11.1 


0 


0 


0 


0 


Very 

Unimportant . 


0 


\ 

0 


1 y 

'0 


\ 

11,1 


0. 


0 


0 

« 


0 


Extremely 
Uniini:?ortant 


0 


11. 1 


r. 

0 


0 


0 . 


f 

0. 




0 



y 

No. response 77.8 33.3 44.4 ' 33.3 44.4 33.3 56.6 44.4 



CONSTRUCTION SECRETARY 



- , \ 

Skills 



« 



' Manual Mathematical Reading Interpretation 

Response Supervisor Employee Supervisd^ Employee Si^ervisQr Employee Supervisor Emp loyee 

•| — ' ' ' ; ~ " I f. • • Z 

c ■ •■■ ■. " ■ . " . 

I Extremely^ Itnportant 
Very Important 
Important 
Unixntx>rtant 
Very Unimportant 
Extremely Unimportant 
No Response 



0 


, 0 


44.4% 

r 


11.1% 


' 33.3% 


55.6% 


33.3% 


55.6% 


11.1% 


11.1% 


* 

11.1% 


, 0 


22.2 


11.1 ' 


0 

« 


0 


0 


' 22.2 


0 


33.3 


0 


.0 


11.1 


*0 


11.1 


22.2 


0 


11.1 


0 


0 


0 


0 

ft - 


0 


0 


0 


11.1 


, 0 


0 


* 0 • 


0 


0 


' 11.1 


0 


0 . 


0 ; ■ 


0 


a 


* 

0 


77 . 8* 


33.3 


44.4 


33.3 


44,4 


33.3 


55.6 


44.4 



CONSTRUCTION SECRETARY- 



Skills • 
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^Response 



Verbal • Written Personal Relations ^ ^ Supervision'^ 

Supervisor Employee Supervisor Eroployee Supervisor Employee Supervisor ^Enployee 



« 

* * 




s 










• 






Extremely Iinportant 


44.4% 


r 






33.3% 


33.3% 
* 


33.3% 

♦ 


33.3% 


- 

1 


Very Important 


11.1 


0 


, 11.1 

/ 


0 


0 


;i,i . 


22.2 


22.2 


1 


Important 


0 . 


0 


^ 0 


0 


0 


0 " 


. . 0 


^ . 0 




Unimportant . * 


0 


0 


0 


0 ' 


0 




0 


0 




Very Unimportant 
Extremely 


0 


0 ' 


0 


V 


0 


0 ■ 


0 - 

* 


0 

¥1 


% 


Unimp^rtantj^ 


0 


0 


0 


0 


0 


0 


0 


t 

4 


No ^Response 


44.4* . 


44.4 

• 


^6.7 


'44.4 


66.7 . ■' 


55.6 


44.4 

• 


44.4 * 


















<• 






t 





















FQ:^ecast 



Construction secretaries are employed by companies of varying sizes and 
fionctions. The level of responsibility given to secretaries varies 



within the different companies. Within Broward County ^ there are an 
estimajied 2,500 cons true tion^^^^^j^S^^ falling into the following . 
three categories: 

a) General building {homes) 

b) ' General building" -{pxibiic buildings/offices 5 

--'^-"S ' ^ ■ • , , , 

c) Gener^ai contractoSs^lectrical/plumbj^ng) (FSES, 1979) T 



f ■ 
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Construction -Secretary 

Knowledge ; ■ ^ ' ' * 

Understand the basic principles of constyrac*- 

Have a* good general knowledge of - e<jtuipinent' , 
tools, and what tliey are used for- 

able to read and comprehend technical 
construction materiars^ 



Take shorthand ^ ^ • 

Oi>erate all efficient filing system 

Type reports, forms, letters, etc*' 

GiA/e information *over the |>hone to ©en in 
the field 

Handle all telephone enquiries 'in An ' ^ 
efficient and effective manner <« ^ 

Order all necessary supplies . , 

Supervise the scheduling of the work^it^ns ^ 

Ensure worksites are equip|>ed with telephone, 
* "Water and power ♦ 

Prepare tfhe company* j^yroll^ 

H^larjca the checkbook * / \, 



Extf«Mly 

Igqportant 



75. 
37.5 



12. « 
87,5 
75.0- 



87. & 
\ 

87 y 



25*.0 

37.. 5 
/* 

25,0 



^37.5 
12,S 



^ 4 



Sbmwhat 



(5) . (6) ^ 

Very ExtJi^^^l^ 



Mean 



12.5% 
12,5 

25,0 

■ 0 
12.5 

0 

O 



0 
0 



12.5% 



-25.0 

*' 0. 




1£.5% 
12.5 

0 

0 
0 
0 

♦ 

0 
0 



0 

12,5% 
25.0* 



1I2.S 



1.75 
2.62 

3,12 

■ 

3.38 
1*12 
U 62 

1.62 
1,12 



r 



I 
I 



0 

12,5 

0 
ft 

0 

i2.5 



0 
12.5 
0 

d 

0 



0 

) 

0 
0 



i2.5 
25,0 
37,5 

62.5 
I 75.0 



2.25 
3,(K) 
3.25 

4a2 

5.00 



f) 4 



Constiruction Secretary 



Knowledge I- 



(1) 



(2) 



(4) 



(5) 



(6) 



continuously .RasuUrXy' Ocoatlonhly l^ldoaM SUaatien Only Wvtfr H««n 



Taskd s 
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1, Understand the bAs^c pxlnclplas 

of construction 

2, Have a*good general knwledg^^ of 
equipment « tools, and what they 

^* ara used fof . ^ 

3, Be able to read and coraprehend 
technical construction material. 



1. T^ke ahor.thand, 

2. Operate an efficient filing system 

3. Type reports, forma ^ letters etc/ 

4* Give information over the phone 
to men in the field. 

5. Handle all telephone enquiries 
in an e/ficient and effective . 

6. Order all necessary suj^lies. ^* 

7. Supervise >the scheduling of*th« 
•vork teams • 

6. Ensure wrksites are equipped with 
telephone, water and power.' 

Prepare the con^>any paytoll. 



62^5% 




12.5% 




12.5% 




6 


* 0 


1.75 , 

t 




.25,0^ • 




25.0 




« 

25.0 ' 


' 12.5 


4 ' 

12.5% 


' - 0 


2.62 




.25;o 


* • 


r 

123 




25:0 . 
t 


12.^ 

» 


t r 

0 


>■ ■ 

25.0% 


3.25 




0 




12.6 , 


« 


37.5 


^ 37.5 _ 


0 


12.5 


3.62 




75,0 
75.0 * 


/• 


2^;0 
0 




0 

12*. 5 

1 


o 

12°.ff 

% • 


0 


0 
• 0 


.1.25 
1.62 




.62.5* 




12*5 . 




12.5 


* 0 

9 


0' 


, 12./ 


2.00 




87.5 • 
25.0. * ' 




62.5 


' ' r 


• 0 ^ 


i 

.12.5 

* w 0 






1.3a 

' 2/25 




37.5 




i2.5 ' 

4 




12.5 


' i2.5 ' 
♦ 




• • 

- 25.0 

« 


3;<KJ 


> 


12.5 




37.5 




^ 12.5 


> 

^ 0 


0 


- 37.5 


3.50 




12.5 




25.0 




0 

• 


0 ' 




' .62:5 


#.12 

/ 




« 


• 






t 
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<1) 


. (2) 


(3) 


(4) 


(5) 


(6) 


Construction 


Secretary 






l'V^/>Jktt4 ARJi Y Iff 

V s ^ A 7 




finergency 
Situation Ctelv 


Itever 






' ' , * . ••Co 


- 

Tasks 1 ' 






\ 








• 






10. 


Balance the cheo]Ux)ok 


0 


12.5%« 


0 


12.5% 


0 


75.0% 




.11. 


Maintain the coinpany books. 


Q 


12.5 , 


12. S« 


0 


0 


75.0 




12. 


Hake all necessary bank deposits 


f 

0 




0 


• 0 


12.5% 


'62.5 . 




13.. 


Coinaunicate between purchasing # salsa 


















offics and custotaer, ' 


37.5% 


25.0 


*25.0 


0 


0 , 


' 12,5 




14. 


Cb-ordinate work flow between field 






J 


.12^5 










supervisor and customer.^ 


50.0 


0 • 


0 

*» 


^0 


, 3r7.5 


Forms : 




* 






! 








Process 


information using the following for^t 
















a) 


AlA docunvsnts 


14,3 


28.6 


14.3 


0 


0 


42.9 




b) 


AlA contracts 


50. 0 ^ 


^ / 0 


12.5 


0 


0 


17/5 




c) 


quotation forms 


25.0 


25.0 


12.5 


0 


0 . 


Mi^ 




d) 


government contracts X ' . 


14.-3 


0 ' 


14.3 


14.3 


0 


57.1 

• 




e) 


requisition forms Jw-^ 


25.0 ' 


, 50.0 


0 


25.0 


0 


0 




t) 


contracts 


87.5 


12.5 


0 


0 . 


0 


• 




9) 


purchasing orders 


100.0 


0 


0 


0 


0 


0 




h) 


sub-contract certification 


25. Q 


12.5 


12.5 

• 


0 


'0 


50.0 




U 


• 

releapes 


37.5 


0 


• 12.5 


0 


0 


50.0 


• 


i) 


-partial final releases 


37.5 


0. 


0. ^ 


b 


0 


^ 62.5 




k) 


change orders 


62.5 


25.0 


12.5 


0 




0 



4.50 
5.12 
4.a8 

2.38 



3-71 
3.12 
3.38 
4.57 
2.25 
1.12 
1.00 
3.88 
3.75 
4.12 
;i.50 



3 



Copstraction SecratAry 

Forms 



I) building permits 
m) ' work orders 

n) workmen's compensation ioxma 



Contoini«>ttgly 



62,5% 

50.0 

12^5 

Y 



- (2) (3» 



(4) {5) 
Sal^ Situation Only 



25. Q% 
25.0 
0 



0 
0 

25.0"% 



0 
0 



O 

12.5% 



(«) 



McvTsr Mum 



12.5% 1.88 
25.0 2.50 
50.0 4.50 



i 



i 



« 

o 
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• .CONSTRqCTION SECRETARY 



\ 



Importance of Tasks by Mean Hank 



Mean Rank Task' Description . • 

■ * 

Extreir^ly Important s. 
1*00 Process infoifmation using contracts , 

Process infomtation using purchase orders 
*1,12 Operate an efficient filing system _ 



Handle all telephone inquiries in an^ efficient and effective 
manner - " " 



1.38 Process information using change orders 

1.62 Type reports, forms, letters, etc. 

Give information over the phone to mten in the field ^ 
1.75 Understand the basic principles of construction 

. • ' ^' . , ^ ' 

Process information using building permxts ^ 
1.8^ Process infom^tion using requisition forms 

I ■ ■ ■ 

Very Important: 
2,25 Process information using work orders 

Communicate between purchasing,,, sales office, and customer 

4 * 

Order all necessary supplies 

2.62 Have a good general knowledge of equipment, tools and what 

they are used f6r 

Somewhat Important 

» ■ 

3.00 Supervise the scheduling of the work teams 

3.12 * Process information using releases 



ERIC ' ^ 
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Meap Rank Task Description 

Soinev^at. Iag>c^jrtant : 



3.12 



3.25 



3.38 

3.57 
3.. 75 



Be aible to re^d and con^rebend technical construction* 
material 'f ' ' . 

Process ""inforxtia^tion using AIA contracts 

Ensure worksites are equipped with telephone, water, and 
power. . 

Co-ordinate work flow between field si^rvisor and customer 

I 

I * ■ ■ 

Process informatioyi using quotation forms * . 

Take shorthand 

f 

Process information using AIA document's 
Process information using sub-contract certification 
•Process information using workmen's compensation forms 




ERIC 



CONSTSDCTION SECRETARY 

It 

Frequency of Tasks by Mean Rank ^ 



ifask Descriptioh 
Continuously; 

Process information using pmrchase orders 

J ' 

Process information using contracts 

CJperate an efficient f;lling system 

Handle all telephone inquiries in an efficient and 
effective manner * ^ 

Process information using change oi^e^ • 

Type reports, forms , letters, etc, ^ 

understand th| basic principles of construction 

Process information using building permits 

Regularly: ^ 

Give information over the phone to inen in the field 

Order all necessary ^supplies 

PrcSce^s information using requsition fornis 

Communicate between purchasing, sales office, an^l 
customer * . * ^ 

Process information using work prders ^ 

Have a good general knowledge of equipment, tools and 
what tiiey are used for ' ^ ^ 



\ 



CONSTRUCTION SECSETARY 

'*•.'■ 

• ■ 

Additional Job fasks - 

■ ' I m m m ^^ i > I ^ 

The following tasks were listed by construction secretaries as important 
in addition to-tho^e identified in the task analysis: 



1, Invoice completed jobs ^ • 

2, Review invoices 

3, Have invoices approved by supervisor " - 

. " • • • . 

4, . Forward invoices to main office, ^ ^ ^ 

5, Read blueprints • ^ . 
Locate building permits 

7. Maintain liaison with other departments . 

8. , Prepare scheduling of ^ sub-contractors 

9. * Handle all necessary travel accommodations 

10. Maintain aopolntment calendar for supervisor making any 

necess^ary changes \^ . ^ 

11. Take minutes during job meetings 

12. ' Be able to comprehend H.O.'w. and V.A./F.H.A. requirements 

13. .Schedule deliveries 

■ - • *> 

■ ' ■ • J, 
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interaction with Others .1 

The construction secretaries , reported that they interact with the 
following types of peoples *\| 



4 



Subcontractors 
^ales persons 

* 

Inspectors . 
Solicitors 
Architects 
Owners 

Conpany Presidents 



Supervisory Responsibilities 



\ ' ■ ■■ ■ ■ 

The foilowxng supervisory responsibilities .were reported by construction 

s^cretarites; • . ^ ^ . 

• / .... 

Hiring, and firing of clerks and* secretaries 

Training new office personnel- . . 

Supervision of supervisor's personal and business files 

■ ' ♦ ' . /' 

Ovefr^^ off:^ce personnel . ^--^ ^ 

y ■ ■ 



Ova*r^e^ 



V 



. 7 



Constniction secretaries said they needWd a woisKing knowledg 
following equipment: ^ . . 



Typewriter 
Calculator ^ ^ 
Blue print machine 
Xerox machine 
Adding machine 
Dictaphone 
Mobile radios 
Postage machine 

Cotnputer -(mini-computer or CRT operation) 



r 



1 ' ^ 



• - <X>NSTRUCTI^ SECR ETARY ' ' . - . 

• •, . ■ t . . ^ • 

I*.. IP- ..... . 

* ■ % - * 

• ' ■ - ' J * • ■ ' ' • ' ■ 

Recojnmendation'; ' A - workshop for construction secretaries- should be. . • 

— ' . . . : s ' • . # ; 

* ■ . iaiplgin^nted in the Department jof Secretarial Science, - 
' "at" B.e.e. / \ ' . • - ■ . \ ' . i 

. \^ "Ai^ advisory cpm^lttee shpuld be established providing 
\ ' ■ > afi 6pportU2\ity -for const^ractioh eB^loyers'to evaluate 

, ^ the developed qxirriculum-. . . * * 

Objeci^ves in To fulfill a training need in Browarid County, as 
Impleiienting the . ' ' 

Recommendations ; expressed by the employee's and validated by the 

employees ♦ ^ 

-To provide an opportunity for persons with secretarial 

background to learn the fundamentals of the construction 
• • ' ' ' ' 

field.' ' * 

Target Group; Candidates would be primarily: secretaries already 

employed in the field5 /secretaries transferring from 
another field; and perons re-^entering * the workforce. 

Assiamptions ; ' -A candidate for this workshop would have already 

acquireH the* necessary- secretarial skills. ^ ^ 

* ' -The workshop should be concentrated, and shoy^term. 

Scheduling should enable currently employed construction 
* ' secretaries, to' undertake the workshop at night with 

provision for daytimfe classes. 



Recommended j'rom the information collected, the following topics 
yfOirkshop Topics ; 




were redomntend'ed for inclvisiori 'ia^tlae worl^hopj ^ 

■* • • • 

1. Easier princaples. of -construction 

2., Basic business law. ^ 

^ • ^ * /. ' , • • 

3 . ^ Con^ructio'nj* e<Juijpiifent « 

4, ConstijLiction terminology y . 

■ V • ■ : ^ - - . ' ■ -■ 

5*. .^Building 'Codes , ' . 

6. Job planning/ a) Job costing 

b) E$tiinating completion time 
' c) J^b scheduling, 

7. Public relations i 




a) ^Piaj^ng.witb sub-contractors 
pirews .and fcfeneral personnel 

b) Telephone techniques 

c) Dealing with suppliers 

d) Dealing with, tfie general ^public 

8. Coping vi^th .stx.eias ■ 

9: Constmction formS. and th^ir uses. 



*Basxc texts: Construction Dictionary . 
^ . • Florida Building Codes 

t. - * ^ 

Dissemination of ■ - - 

Re.su Its; Results should^be disseminated to: 

1. Construction employers and employees who 
«^ j| ^ participated* in the project. ^ 

2. Department of Secretarial Science at B.C.C. 

3. Organization of "Women in Construction" 



INSURANCE SECRETARY RESULTS SUMMARY 



Primary ca>jertlve of Position 



The overall objecitive of the. insur;ande sec^r^^ary is to assist the 

insurance agent by performing administrative tasks ^and providing 

' ■ ■ « ■ • 

assistance to the pOblic regarding, insixrance matters. 



Su pervisory Responsibilities , ' > 

f. 

It was* not evident, from the sample population, that insurance secretarie 

had any specific supervisory responsibilities other th5Ln' occasionally 

• . * 

overseeing the office clerks. 

< , • ■ ■ . 

Minimum Education ♦ > ' 

A high school diploma is the minimum education. required* 
Entry Tests ' . ' 



Eighty-four percent of thfe insur^ce companies in the sampl^-^gave some 
form of entry test, tests usually involved one or more of the 

following tests: 

• ■ V 
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. a) Typing ' 
b) Filing ^ 

i d) General aptitude 
. language Reguireinentg 



Theil'e are no special lauiguage requirements. . 

' Safety and Emergency Requirements ' . 

* • . ' -'. • * ■ • 

jf, ' • ■ ^ 

In the sample of companies interviewed,- there were , no safety or • 
"'eiMrgency procedures- required of W insiara^ce 3ecretary. 

HQUjTS Worked * * * ' ♦ > 

The average weekly hours worked were between 35 and 39, 
Entry Salary ^ ' ■ " . 

The ave^^age entry salary '*/as $105 per week with a range from . §12^ to 
$159. 

' y ^ 

Maximum Salary 

u ■■ ■ - ■ 

The maxiaium salary ranges from $185 to $315 with an average o£ 



$205 per week. 



is determln^ 



experience and merit. 



Sasis for ProioDtion 
V — 



The positions to which an insiarance secretary can be ^a^orooted vary ^ 
depending upon the' opportunities ^^^ed;wifchin a partiojlar cctfopany. , 

Following is an ^outline of some of the possible areas into .which a 
secretary can^nKDve: 



Underwriter 



± 



Claims Adjuster 



Office Manager 



Sales Coordinator 



Senior Sales Representative 



Insurance Secretary 



Sales and Service 
Representative 



± 



Sales and Service 
Assistant 



I 



Promotion usually Qccurs wit±M^t additional education. Supervisors, 

^ ) ... * ^ ^ 

reported that sucdi advances ar^ based on inerit, while employees indicated 

that siqperience was the most in^rtant determinant fot prcHaotion- 



{see the table below) : 



Question: On what basis is a person promoted? 



Supervisor's &aployee*s 
Affirmative Af f o^cmative^ 

("Yes") Response ("Yes") Response 



Promotion on merit 
Seniority 

» ■ 

Additi^onal on-the-job 
training ' 

Further outside education 

Perforxitance evaluation 

Testing 

ExperiencI 

Commission^; 

Other 



36,8% 

. 0 

10,5 
0 

42,1 
5.3 

10.5 ' 
5.3 
5.3 



31.6% 
0 

15.8 
5.3 
31.6 
0 

31.6 

0 
0 



Interaction 




The employee ii^t^jacfe^ with supervisor^, fellow employees^ 
customers, and "U^e general public. In general, supervisors 
perceive interaction between the employee and other individuals 



at a significantly higher rate "than the employee 



Question: In the £K?sition, with whom ^does the employee interact? 



Supervisor'^ * ' En:?)loye^*^' 
, Affinnative Affirmative* 
("Yes") "Response i^Yep**) ^^Rfsponse 



' lie' One 



> 



Fellow Eii5>loyees 
Supervisory. 
Customers 
General Public 
Government C^^ficials 
Other 



',- 5.3% 
94.7 
•100.0 
94.7 
'63,2 
0 

15.8 



42.1% 
36.8 

36v8- 
^3^8 



40,5 



Preferred Training Location " 



On-site training was most preferred. 



■ ^ 



General Skills • , ' 

The most important general skill is interpretation. The table on the 
following page depicts all results for general skills of insurance 
secretaries. 



.INSURANCE SECRETARY 
General Skills. Checkllsf 



Miinual . - ■■ ' Mathematical * Reading * Interpretation . 



Response 



1 




' 1 


t 














» * 


• 






4.' • 


• 




Extremely 


26.3% 


* 

1^.8% 


. 26.3% 


• 5*. 3% 


,36.8% 
V 


'10.5% 


47.4% 


^ 21.1% 


Very Important 


'10.5 . 


15 . 8 


f 

15. ai 


26^3 


15.8' 


21.1 * 

• 


\ 0 


10.5 . 


Important 


15.8 


5.3 


21.1 


5.3 


• 10.5 


5.3 




10.5 * 


Uniinportarft 


5.3 


0 




5.3 


0 


5.3 


5.3 


0 


Ve?:y Unimportant 


5.3 


5.3 


0 


> 5.3 

♦ 


0 


0 


0 


0 


Extremely Unimportant 0 


0 


0 


0 


•Vo 


5.3 


0 

3I6.8 


5.3 


No Response 


3!6'.8 


57.9 ! 


36.8 

1 ■ ' 


52.6 


36.8 ' 


. 52.6 


52.6 



I 

VP 

U) 
I . 



( 



( 



A. 



Verbal Written'* Personail ^lations Supervision 

' Response , Supervisor E^loyee Sujperyisor En^loyee Supervisor Egg>l<yj^ Supenrlsor Eng>lQye€^ 

-■ ' - ^ - - -1 -r ^ , . -p , ,., ^ ^ , I . .. . . i- L I . ■! n I . . . SM I ^p. II p .. ■ ■■ 



^Extremely Impoft^t 


36.8% 


31.6% 


31.6% 


36.8% 


36.^' 


26.^ 


5.3% 


5.3% 


Ver^ In5>ortant ^ 


21.1 . 


*' 10.5 ' 


21.1 


0 


21.1 


5.3 


• 10.5 


10. 5 


Important / 


5.3 


. 5..^3 


• 

5.3 


0 

♦ 


• 

'5.3 




36.8 


5.3 ^ 


Uniiaportant 


0 


0 


5.? 


5.3 


0 


0 


10.5 


21.1 


Very Unimportant 


0 


.'-0 > 


0 

> 


0 ■ f 


0 


0 


0 




Extrejnely . 














✓ 




Unimportant 


0 


0 


0 


5. .3 


0 


5.3 


0 


5.3- 


No Response 


36.8 


52.6 


36.8 


. 52.6 


36.8 


52.6 


36.8 


52.6 



Forecast 



Insurantee secretaries are ec^loyed by con^anias of 

Broward County, Inhere are a total, of ^06 insurance 

• . f 

agents and brokers (SFES, 1979). 



Insurance Secretary 



/a) 



Handle all enquires »ade waJk^in customers 

Check appointment calendar <laily# call customers if 
appointw^ntfl can't be kept. ^ ^ ' 
Prepare statements of office expenses ^ s. 

frepare monthly reports 
f^epare group proposals 
Prepare material for. computer proc^saing 
Use CRT to iiiput infdrmation , 
process information from insurance companies 
Send correspoiJjience to insurance companies ^ 
Explain tovera^es ai^ charges to aj^licants 
Rate quotes for- appl lean tp"- decide on coverage 
and classification ^ 
figure commissi^^n'on applications / 
Ch€ick completed ^applications^, for accuracry 
Fill out claims 



( 



1 1 



Type using telex| 
Bill policy holders 



28 .IS- 

14.1 

37.5 

14.3 

"28.6 . 

0 

14.3 

85.7 

50.0 

, r 
28.6 

37.5 
100.0 

62.5 
" 0 

14.3 



^ Very 



Sonatfhat 



(4) 

Unigpdrtaftt 



<5) 
Vary 



<6) 

ExtTMMiy 

Onlgportant 



Mean 















25.0% ' 




12.5% 


0 / 


/ 0 


1.9»-^ 


14.3 


14.3 


0 


X4?3 


28.6 


3.43 


14.3 


14.3 . * 


9 


; .14.3 


42.8 


1.14 


17.5 


12.5-''^ \ 


- 0 


12.5 


0 


Jk^.12 


0 


.28.6 1 




14.3 


' 42.8 


* 4.29 


42.8 


28.6 ^ 




0 


0 • . 


2.00 


33^3 ... 


« 
Q 


0 


0 


66.7 


4.67 


14.3 


14;3 


28.6 ^* . 


0 


28.6 


' 2.86 


0 


"■A 




0 


0 


1.^ 


0, 


12. 


0 


0 


37.5 


3.1? 






.0 * 


14.3 


57.1 


4.43 


? 


12.5 


,0 


12.5 


. 37.5 


3.62 


0 


0 


0 


0 


0 


d.OQ 


12.5 


12.5 


0 




12.5, 


2.00 


14.3 


14.3 


0 


14.3 


57.1 


4.86' 


14.3 


0 


0 


14.3 


57.1 


' 4.57 






f 










Insurance Secretary cont'd, ^Ij 



Maintain l.eixu?loye« records ^ ^ , 

Prepare brochures and literature regarding ^ 28.6 

variouB programs ■ 1 

K<iintain a set of accounts \ ^^-^ 

perform tasks requiring a knowledge of 75 5 
Insurance terminology 

Operate office machinery * . ^^-^ 

Act as an adpiinistrative assistant , * ^'^•^ 
perform routine clerical 'tasks 

Assist sales representative as requested^ 62,5 

Open inail, sort attd distribute appropriately 50,Q 
Maintain files .62,5 

Answer telephone, transferring calls whers ^ 3^ 5 
necessary 

Receive any'^ coa\plaints over the teleptone and in . q 
person 

Sell polici^ over the phone ^ ® 

Take quotes over the phone ® 
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(2) , 



important UnlwporUnt Uniaportant Uni«port«nt 



0 

0 

0 
12.5 
37.5 
12.5 
37.5 
37*5 

37.5 

25*0 

0 
28.6 



12.5 
42.8 

0 

X2.S 
0 

25«Q 
0 
0 

12,5 
0 

12.5 

.12,5 

28.6 
14.3 



* J* 



a 
0 



0 

Q 
0 
O 
O 
0 



0 
0 



12.5 
0 
Q 
0 
0 

12.5 
0 
0 
Q 
0 

12.5 



Q 
0 



12.5 
2S.6 
42.9 
12.5 
0 

12.5 
0 

25.0 
0 
0 



12.5 

71.4 
57.1 



Insurance Sticretary cont'd. 



7&ka dictation ovar tha phone 
Take dictation in persoh 

Type and proofread letters » 8tencila# reports 

Type manuscripts 

Take dictation from dictaphone 

Take dictation from taperecorder 

Write checks 

Pay bills^ write receipts and keep records 
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4 



(1) 

ExtreMly 

lapprtant 



(2) 

Very 

Important 



{3) 

SoMwhat 

Important 



C4) csr , (6) 

fiotiiibat "Very txtreMly 

tiriiagortaot gnlaportant DUin^rtaot 



Kean 



0 

50.0 . 

62,5 

14,3 

14.3 

14.3 . 

12.5 

20.0 



14.3 
12.5 
25*0 
14,3 
14.3 
14,3 
;57.5 
40,0 



28. S 
• 12.5- 
O 
14,3 
14.3 
0 
0 
0 



0 
0 

12«5 
28.6 

0 

0 

0 

20*0 



14,3 
12,5 

0 
14.3 

0 
14,3 
12. 5 
20.0 



42.8 
12,5 

0 
14.3 
57,1 
57.1 
. 37,5 

0 



4,43 

2.50 
1,62 
3.57 
4.29 
4.57 
3.75 
2,60 



I 

I 



•i 



Insuiranca Sacretary Cpntinuously 



Handle all anquirias »ada by walX-in cuatowara , 50.0% 

Check appolntJBant cala»dar dally, call custom^ra 

if appointmenta can't be Kept- « 14.3 

Pf^pare statemeota of office exp^maas 28 ♦ 6 

Prepare monthly reporta 

Prepare group proposals ^ 14 

prepare material for computiSr proceaaing 25.0 

Use CRT to imput information ' ^ 

Process information from inaurance companies 14.3 

Send correspondence to insurance ccaapanies 57.^1 

Explain coverages and charges to applicants ' 25.0 

Rate quotes for applicants - decide on coverage ^ 

and classification . ^^-^ 

Fii^ure commission on applications 25.0" 

Check completed applications for accuracy 80.0 

Fill out claims 37 ♦ 5 
Type using talex ® 
Bill policy holders • ♦ ^ 



Rbgularly 


111 

Oeeaalonally 


us 

Saldooi 


(5) 

Situation Olftly 


(6) ' 
Sevar 


Mean 


12. 5% 




A 
w 


0 


Q 


1.08 


23.6 


14.3 


0 


0 4 


42.91 


3.71 


0 


14.3 


0 




57.1 


4.14 


42.8 


14.3 


0 


0 


14.3 


2.25 


14. a 


14.9 


" 0 


0 

• 


57.1 


4.29 


25.6 


37.5 . 


' . 0 


0 


12.5 


2.62 


16.7 


16.7 


0 


0 


66.7 


4.83 




14.3 


28.6% 


0^ 


28.6 


3.71 




14.3 ^ 


0 


0 


0 


1.57 


12.5 


% • 


12.5 


0 


37; 5 


3.62 






0 


• 0 


71.4 


4.57 


0 


0 


12.5 




50.0 


4.38 


0 


0 


0 


20. 0 


0 


1.80 


25.0 ' 


12.5 


12.5 


0 


12.5 


2.50 


28.6 


0 


0 


0 


7U4 


4.86 


28.6 


6 


0 


/ 


71.4 


4.86 












' 1 



«) ' (2) 



ItmwAncm Secrfttary cont'd Cc^tinttW^lv . B>qiaaylY 



Maintain employee recortia 50.0% 

Prepare brochures and literature regarding , ^ 

various programs 28.6 0 « 

j4aintain a set of accounts 57,1 0 

Perform tasks requiring a knowledge of 

insurance terminology 75.0 0 

operate office machinery 87.5 X2.S 

Act as an administrative assistant , 25 «0 12.5 

p«rfona routine clerical tasks 75.0 12,5 / 

Assidt sales rapresentative as requested 62.5 .I2«5 

Open mail, sort and distribute appropriately 62.5 12 « 5 

Maintain files - \ 62.5 25.0 

Answer telephone, transferring calls where 
necessary 

Receive coaplainta over the telephone and in 
person 

Sell policies over the phone ^ 0 14.3 

Take quotes over the phone 0 2Q.6 

Take dictation over the £4ione 0 0 

Take dictation in person 37,5 12.5 

Type and proofread letters, stencils, reports 50,0 . '37.5 



50^ 25.0 
50. 0 0 



C3) (4) (5) C6J 

E)eerg«ncy 

ffcyaefonally Seldoii Sitttj|tion Ooly Haver Mean 



12.5% 0 0 ^ 25.0% 2. SO 

28.6% 14.3% 0 28.6 3.43 

0 .0 0 , 42.9 3.14 

12, i 0 0 12.5 l.dS 

0 0 0 0 1.12 

7n\% 0 0 25.0 3.12 

0 ■ 0 12.51 O 1.62 

0 0 0 25«0 2,38 

0 12.5 12.5 O 2.00 

0 0 12.5 0 ^ 1.75 

12.5 ^ : 0 12.5 0 2.00 

37.5 * 0> 0 12.5 2.38 

14.3 0 « 0 71.4 5.00 

0 14.3 0 57.1 4.57 

42.9 0 0 57.1 4.71 

25.0 0 ^ 0 25.0 2.88 

0 12.5 0 0 ' 1.75 




Insurance Secretary cont'd 

Ty^ manuBcripta. 

Take dictation from dictaphone 

Take dictation ^rom tapercorder 

Write checks * 

Pay bills, write receipts and keep records 

4 ' ^ 



12!^ 



f 



14.3% 

14.3 

14.3 

25.0 

40.0, 



(2) 



(3) 



(4) 



CS) 



(6) 



&»ergency 

Continuousiv Raoularlv Occag jLfynallv Sc^doa Situation Only Kqver Jjgan 



0 
0 
0 

12.5% 

0 



28.6% 

0 

0 
2S.0 
20.0 



28.6% 
0 
0 

O 
20.0 



0 

28.6% 

14.3 
0 
0 



28.6% 3.fi6 

57.1 5*00 

71.4 5.14 

37.5 3.50 
2D.0 3.00 



o 

I 
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^ ' INSURANCE SECRETARY 

Importance oT Tasks by Mean Rank 

Task Description ' ' ' 

Extremely Ictportant ; 

/ ■ 

Check completed applications for accuracy 
Operate off ice* machinery 
prepare statements^ of office expenses 
Send ^correspondence to insurance companies 
^erforjp routine clerical tas3^ 
Main'^ain files 
Type aAd proofread letters, stphcils, and reports 
Open mail, sort, and distribute appropriately 
Perform tasks requiring a Jciowledge of insurgmce terminology 
Handle all inquiries made by. walk- in customers 
Very Important 
Fill out claims 

Prepare material for computer processing 

Receive any complaints over the telephone and in person 

y 

Prepare monthly reports 

Answer telephone, transferring calls where necessary 
Assist sales representati\^e as requested 
Maintain employee records 



131 
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ttean Rank Task l>escription 

Very Iinportant ; ' , . ; 

2.50 Take dictatioh in person 

2.75 Act as an administrative assistant 

2.80 5 Pay bills; write receipts, and keep records 
2.86 Process infonhation from insurance compaiiies 

Somewhat Important ; 
3.12 Explain coverages and charges to applicants 

3.14 Maintain' a set of accounts 

3,29 ' Prepare, brochures and literature regarding various programs 

3.43 Check' appointment calendar daily, call customers if 

appointments can't be kept 

3.57 Type manuscripts 

3.62 Figure commission on applications 

3.75 Write checks - 



\ 



I 7 
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' INSURANCE SECRETARY 
Fre<iuency of Tasks by Mean Rauik 

i ■ 

Mean Rank Task Description ' ■ ^ 

Continuously; * 

1,12 Operate of f ice* faachinery 

1.57 Send correspondence to insinrance companies. 

Vi • • ■ • ■ 

» 

1.62 Perform routine clerical tasks 

1.75 Maintain files . ' « 

* Type and proof read letters, stencils, and reports 
1.80 Check complete applications for accuracy 

1.88 Perform tasks requiring a knowledge of insurance terminology 

Handle all enquiries made by. walk-in customers 
Regularly; \ 

2,00 Open mail, sort and distribute appropriately 

/ Answer telephone , ^tr^sf erring calls where necessary 

2.25 Prepare monthly rfeports 

2*38 Assist sales repres^tative as requested 

Receive any complaints over the telephone and person 

« 

.2.50 Maintain employee records ^ ' . • 

Fill out claims 
2.62 - Prepare material for computer processing 
2.88 . Take dictation in perspn 
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INSURANCE SECRETARY 



Additional Job Tasks 



V 



•Ehe following job tasks were ^listed by insiiremce secretaries: 
Balance check books 

Prepare monthly reports • 
Update and maintain policies 
^ Rate policies ^ ^ ^ ^ 

Check that policies turned in by agents are filled in correctly 
Figure out Credit for company and agent 
. ' ^ Keep clerical area jruwiing smoothly 
Maintain good rapport with customers 

Take good notes and information from customers , especially^ ^ 
over the phone. ' 

Equipment Utilisation • - 

Insurance secretaries reported using the following equipment: 



^Memory typewriter 
Dictaphone 



Copy ^machine 



Dictionary 
Manuals 
Calculator 
Typewriters 



Xerox machine 
IBM selectric 

3" 

IBM 196T termijfial mimeograph 
Telephone ^ 
StaDn[^p machine 
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INSURANCE SECRETARY 
. . ■ . , ' s . -, 

> Important of Tasks by Mean Rank 

Meart^Rank Task Description . 
Extremely Important: 

1.00 ched^V^pl®^^^ applications for accuracy-' * > . 

« 

Operate office machinery " . 
\ < 

1.14 Prepare statements of office expenses 



l»2l ■ s&nd correspondence to insurance companies 

,1.38^-. Perform routine clerical task's , * ' 

Maintain, files, 

1.62 Type and proofread letters^ stencils, and reports 

• . ^ 

Open mail; sort, and distribute, appropriately 
^1.88 Perform tasks requiring a knowledge of insurance terminology 

Handle all inquiries made by walk-in customers . . 

Very Important; ' ^ 

2*00 ' Fill out claims / 

Prepare material for computer processing 



2.12 Receive any complairjts over the telephone and in person 

Prepare monthly reports 
• * Answer telephone, transferring calls where neces^ry 
2. 38 Assist sales representative as requested 

. ' . " ^ Maintain employee records 
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INSURANCE SECRETARY 



Recommendation; « . It is racommended that a workshop for insurance 

secretaries be implemented by the Department of 

"* ■ ■ ' ■ • 

of Secretarial Science at B.C.C*/ 

, Objectives in -To ^ful^uiil training need in Broward^ county, as 

Implementing the ^ ? ' . . ^ • 

Recommendations; expressed by the^ employers and validated by tfie 

^ employees. - . 

♦ . . 

t h . '^'^^ provide an. opportunity for persons with a 

'secretarial background to learn the fundamentals 

I of the insurance industry. 

Targfet Group: " Secretaries already employed in the field; 

secretaries transferring from smother" field"; and 

persons re-entering the work forc^. 

Assiimptions A^candidate 'for this workshop v(puld have already 
~ r- . \ 

acquired the necessary secretarial skills, 

• The. workshop would be concentrated ^nd short-term- 

Progfamarng^uld enable currently emplt^yed 

insurance secretaries to undertake classes at 

night with provision m^de for those students able 

] 

to attend during the day. 



I 



1 3.G 

• ■ ft 

/ 
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Recoiranended . From the information collected the following 

Workshop Topics; , . 

topics are raconmiended for inclusion in the 

workshop: 

^ • ' Basic principles of insurance ^ 

2. ^ Insurance forms and their us^s 

3. Processing insurance policies 
'4 . ^ Insurance terminology 

5, Telephone techniques 



Dissemination of ^ ^--^ — , — 

Results: 1. Project participants 

2, secretarial Science Department 
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DRAFTING RESULTS/ SUMMARY 



Primary Objective of the Position 

The' main function of a drafter is to take the ideas of the engineer and 
transform them into reusable documents . * 



Supervisory Responsibilities ^ „ 

A drafter may occasionally supervise the junior drafter or detailer, but 
overall this position does not entail any prescribed supervisory •. 
responsibilities • 

Minimum Education 

A high school diploma or "other" Wpre listed as the minimum education 
necessary- for a drafter. ^ 

'"7: * ' • " 

Entry Tests 

Drafters are not usually Required, to takS^y special tests. However, it . 
is common for employers to*request drawing samples which demonstrate th$ 
applicants ability. 



Language Requirements 
There are no special foreign language requirements. 
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Safety or Emergency Ret^uirements • ^ 

Drafters are generally not required to have special safety training. 
Mention was made of knowing the appropriate safety equipment to wear 
in dangerous areas where^ actual fabrication of certain products takes pl^ce. 



Hourg Worked ^ 



Drafters' work 40 hours per week. 



Entry Salary 



Entry salary ranges between $121 and $240 and averages at $171 per week. 
There is usually no fixed entry-level salary. ^ 



Maximum Salary 
I 

The maximum salary range is between $200 and $326 with an average of 



$268 per week- 



Basis for Salary Determination 



Salary is detem&ned l3y: (1) experience and (2)^n®rit. 



Basis for Promotion 



\ 



Supervisors reported that promotion is based on merit, while 
^^K^xloyeefe said it was based on performance evaluation and 
experience without further training as indicated in^ the table below: 
Question; On what basis i^ a person promoted? 



Supervisor's 
Affirmative 
("Yes'^) Response 



Employee * s 
Affirmative 
{'*Yes") Response 



Promotion on merit 
Seniority 

•Additional on-the-job 
training 

4. ■ ■ ' . 

Further outside education 
■ « 

Performance evaluation 

Testing 

Experience 

Commission 

Other 



65.0% 
25.0 

25.0 
25.0 
35.0 

0 

35.0 

0 

15,0 



40.0% 
20-(f 

25.0 
35.0 
45.0 

0 

45.0 

' 0 
0 



Positions and titles vary in drafting. Following is a generalized 
outline of positions. to which a drafter can be promoted. 
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Checker 



Supervisor 



± 



Drafter/Designer 



Drafter/Layout 



-Drafter DetajAer 



Drafter-Entry Level 



Preferred Training Location 




The^ -response was not sufficient to result in a. definitive answer regarding 
the most preferred trsKi.ning location; 



Interaction 

■ - \ - . , . ^ 

The employee interacts with supervisors and fellow employees as deinonstrated 
in the following chart. 
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Question: In the position with whom does the employee interact? 



Interaction 



Supervisor's Ea^loyee's 
Affirmative Affirmative 
("Yes'*) Response ("Yes") Response 



No One 

Fellow Employees 

Supervisors 

Customers 

General Public 

Governn^nt Officials 

Other 



80.0% 

85.0 

20.0 

' 0 
0 

10.0 



o 60.0% 

.6b.o 

15. o;,;.: 
0 



20.0 



Forecast 



The type of drafting examined in this project is found in electronic, 

computer, and other industries concerned with the manufacture of engineered 

products. Since the companies vary in size and type of products, they 

have different drafting needs. The smaller the .company, the more 

speciaflized the needs. The emphasis is on electronic [and mechanical 
t 

drafting.- In Broward County, there are estimated to be 1,100 to 1,211 
drafters in various categories. The projected demand for 1985 is 1,50.0 
(FEES, 1979)* - ' t 
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Observations 



/ 



1. 'The skills required for drafting have not chang^' radically, but 

the equipment has. Education ^jftust keep abreast of technological 
changes so that t|%e drafting curriculvun at all levels, is relevant 
to. the needs of industry, ^ 

2. Within the electronics in<||istry there is a growing trend towards 
the utilization of computer-aided drafting. The automotive indus- 
try is already very involved and other companies are gradually 
acquiring the necessary equipment. Some possible repercussions of 
this trend are as follows: ' - 

a) Time S av^ gs - Usihg the computer can cut by one-third 

t the time taken tp ma)Jually prepare the 

^ • design and tape-up of a printed circuit 

* board (P.C.b'.). A single input^into the . 

computer can produce' various outputs 

depending on what is required. 

♦ 

b) Accuracy - Every piece produced by the computer is 

f 

accurate to within, + 0.001 in positional 
accuracy and within 0.0005 in line^ 
width accuracy- ^ 

c) There has been an increasing demand for high density printed 
circuit boards* This has increased the demand for computer- 

' aided drafting, as the computer easily handles this complex 

task*^ 
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3. 



4. 



d) As a result, there coilld be changes in skill requirements; 
e.g. , en^loyers may not want drafters to have some 
training and/or experience with computers. 

e) . There could be possible ch^ges in staffing requirements, 

e , g in a firm using computer-aided drafting, the work 
done }»sf^ the layout person would now be done by the computer. 
There appears to be an increasing number of women entering the 
field of drafting. ' V ' 

The pre^nt and projected growth of the manufacturing indust^iy, 
especially in electronics, indicates the need for ree valuation 
of the positions: electronic techniciani computer progra^mier; and 
drafter. 



» 4 
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Drafting 

CQntinuously 



Tasks ^^^^^ 

1, Produce drgWlngs froini 

a). Engineers* rough sketches 33*3% 

bj Iilu|ffe<^^ive^refereBC?es 25.0 

c) Lay-outs , ^ 50.0 

d) Verbal instructions ..^ 50.0 .> 

2. P,C« Board designs « J 

a) Produce^*l^~out schofifiatic 22.2 

b) Produce P.C. board taping 11.1 
^ o) Produce P.C, board specifications # S 12.5 
3 • Mechanical design; • 

a) Produce mechanical lay-out 40.0 

Make assejubly layouts 40.0 

c) Generate parts list 70. p 

4. Prepare change orders for existing drawings 50.0* 

5. Make drawing changes conforra to Change orders 75*0 

6. Document reasons for change * 33.3 

7. Copy old drawings "^V^ 

8. Touch up old lithoqrapha 9.1 

Ml 

9. Make tracings in .|>encil or ink froia 

original drawings 25,0 



<3) . (4) <5) (6) 

m 

E^rgenoy 

Ooca<lonaliy Saldow Sltuatricm tely !tev«r Mean 



33.3% 


0 


0 


0 


2.0Q 






25.0 


0 


0 


16.7% 


2.67 






16. 7 


0 


0 


0 


1.67 






8.3 


a.3% 


0 


cr 


1.75 




■ *» 














i 

1 


U.l 


22.2 


0 


u.l, r 

33.3 y 


2.78 




33.3 


0 


11.1% 


3^89 






12.5 


25.0 


25.0 


25.0 


4.25 






20.0 


10.0 


0 


0 


2.00 






0 


10.0 


0 


0 


1.80 






10.0 


Ox ' 


0 


0 


1.40 


\ 




41.7 


0 ^ 


0 


0 


1.92 








0 


0 


0 


^1.25 






16.7 


16.7,** 


0 


0 ( 


2.17 






33.3 


8.3 


8.3 


8.3 


2.92 






27.3 


^ 0 


9.1 


54.5 


4.64 






25.0 


^ 0 


8.3 


8.3 


2.58 
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4-. 




* 




• 




















\ 






, Drafting Continuoosly 


Regularly 


(3) 

Occasionally 


(4) 
Seldcft, 


Situation 


Never 


Mean 


■ • 


10. 

■ A 
■ _^ 


Produce tracings Baking minor r&g^m^&e^ntB 
of the dimensions under specific 
instructions 


33.3% 


25v0% 


25.0% 


8.31 


0 


8,3% 


2.42 




11. 


Operate tl^e print machine ^ ^ 


50.0 


33.3 


B.3 


0 


0 


8.3 


1.92 




12. 


■» 

Maintain the drawing files , 


>li.7 


8.3 


33.3 


8.3 


0 




2.42 




13. 


Maintain the specification files 


16.7 


16.7 


8.3 


25 vO * 


a. 3% 

« 


. 25. p 


3.67 




14. 


Supervise detailers 


0 


25.0 


16.7 


16.7 


16,7 


25.0 


4.00 


1 

»- 


15. 


Liaison with oUier departments 


58.3 


16.7 


8*3 


8*3 


0 


8.3 


2.O0 




16. 


Prepare publication art work for manuals 
and other documents 


9.1 


0 


4S«4 


9.1 


t 

9.1 


• 

27.3 


3.91. 




17. 


Participate in design conferences 


0 


' 33,3 


25.0 


' 8.3 


16.7 


16.7 


3.58 




18. 


Computor Aided Draftlmji 








■ • 




• 








a) Prepare information for the computtx 
involving a knowledge of data 
processing ^ 


18.2 


9.1 


0 


0 

• 




63.6 

« 


4.64 






b) Derate the dig^^zer to imput information 
into t>ie compute verify by requesting 
tliQ cosiputer to plot out the information 


9.1 


• . 9.1 


* 

0 


0 


0 


81.8 


5.18 

* * 
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DRAFTI^IG 



Importance of Tasks by Mean RaitJt 



ERIC 



Mean Rank^ Task Description ^ - 

; ^ ^ Extremely Important : \ 

•1.17 , Make drawing changes- con fcirm. to change orders 
1.25' Produce drawings from engineers' rou^hJ sketches 

Produce drawMg^ from layouts 



1.33 
l.§4 
1.83 

i .92 

2.oq 



2.25 
2.S8 
2.78 



tionr 



Produce drawings from verbal inst]fTJction 

Mechanical design: Generate parts list 

> • * 

Document reasons for change * . 

Prepare' change orders foj* existing drawings 

Operate the print machine 

Very Important: , ■ 

P^duce drawings from illustrative references * 

P^roduce tracings making minor Rearrangements of the ^dimensions 
under specific instructions ^ -7 

Liaison^,with other departments ' 

Copy old drawings - 

Mechanical design: Make assembly layouts 

Maintain the drawing files * 

Mechanical design: Produce mechanical lay-out 
» 

Make tracings in pencil or ink from original drawings* * 

Participate in design conferences 

P.C, Board desi^gn: Produce lay^-out schematic 



Mean Rank Task Description 

Somevhat Inl^rtant : 



3.08 Supervise detailers . 

3.25' ^ Maintain the specification ' files 

3.'45 Wepare publication art work for manuals and other documents 

3.90 ^ P.C. Board design: Produce P.C. board taping 



-A 
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DRAFTING , 



Frequency of Tasks by Me^n Rank 



Mean Rank Task D^scriptibn . 

5 • — S 

Continuously^^; 



1.25 
1.40 
1.67 
1 . 75 
1.80 
1,92 



.2.00 



2.17 
2.42 



2.58 
1^.67 
2.78 
2.92 



Make drawing changes conform to change orders 

Mechanipal design: Generate parts list . 

Produce drawings from* layouts ^ ' " 

Produce drawings from verbal instructions 

Mechanical design: Make assembly layouts 

. ♦ • ■ 

Operate the print -machine ^ . 

Prepare change orders for existing drawings IQ 

f 

Reguj-arly : . . - 

Liaison with* other departisentSr % 

* Mechanical design: Produce mechanical lay-out 

Produce drawings from engineers* rough sketches 

Document reasons for change .j ^ , 

Maintain the 'drawing f iles^ 

Produce tracing^ making minor rearrangements of the dimension^ 
under specific instructions 

Make tra/ings in pe^tctl or ink from original drawings 
Produce drawings* frpm: Illustrative references 
P.C. Board design: Produce lay-out schematic 



Copy old drawings 
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DRAFTING 



AatJitional Job Tasks 



The following tasks were suggested as "important" by employees s 



Generate, sijlkscreen artwork 
Tolerancing 
Choosing fasteners 



Generate outlines (installation drawings) 



Manufacturing processes 

Lettering 

Tool design 

. • * 

Trigonometry 
Fastening methods 

Inking * ' ^ ^ 

Other Suggestions for Training Areas 

The following areas were s.aggested for additional training of d 

Tej^^ical algebra 
Silkscreen design • 
Lithographic ,touch-up 
Design and. taping"\^ 
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' Other Suggestions for Training Areas (con^t)^ ^ 



Tolerancing • 
Material strengths 

Machining and maniif acturing techniques 

♦ 

Sketching 

Orthographic and isometric projection 
Machine design 
Metric system 



Equi pment ytilization 



Drafters should know how to use" the following equipments- 



Triangles.^ Cepia 

Scales Inking equipment . 

Lead holders^ ^ . French cu^es 

Parallel bar ' ^ ' Bluelirie machine 

Lettering set Drafting machine 

Type set (for silkscreening) Drafting table 

Waxer^ (for silkscreening) Compass • 

Various templates Mechanical drafting pencxJbf 

Velum ^ Machine^ handbooks 

■Mylar paper Prin^d circuit board 



r 



c^»pe 



Grid^»per 
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DRAFTING 



Recoimnendatioh : 



An associate of science (two-year) degree program 

in drafting, -with ^an emphasis in elect2?onic 

■ ^ ■ "... 

drafting should be implfpented at B.C.C. 



Objectives ! 



/ 



Target group: 



-To fulfill a^raining need^ as e^cpressed by 
Broward Counjty employers and validated by the 
employees. ^ 

-To update current information concerning .the range 

of tasks performed by drafters, 

-To investigate redfent ^changes i?i th^ draftii^g 

field and ascertain any educational impacts/ 

-To .father any availaJ^le information regarding 

futur^e trends "in the industry in Broward county • 

■ ^ ■ 

The program would be primarily directed 'to persons 
leaving hiSgh school who wish to gain an adequate 
drafting background before entering the field. 
-Persons already employed as drafters could undertake 
some sections of the program to increase skills in 
specific areas. 



/ 
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Technical alg^ra 



Jtecoimtiended Program Areas 

The following areas were recommended for inclusion in the drafting 
program: _ 

"Silkscreen design 
Lithographic touch^up ^ 
Design and taping ^ 
Tolerancing 

Material strengths. * 
Machining and manufacturing techniques 
Sketching * , . " 

Orthographic and isometric projection * 
Machine design 

Metric system ^ 



On the following page is a proposed program outline for drafting: 
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PROPOSED PROGRAM OUTLINE 




1st Year 

1st Semester 



Basic Drafting 1 - . 3 

'Electronic Drafting 3" 

Mathcutiatics 1 3 

English Writing - '3 

Electronics 1 " 3 



2nd Semester 

Basic Drafting 2 3 

Mathamatics 2 ^ 3 

Psychology 1 ^ 3 

Technical' Illustration 3 

Computer Processing 3 



2nd Year 

' 1st Semester 

Production Practices "3 

# Applied Geometry " \ 4 

Physic^ 1 4 

'.Technical Writing . 3 
Elective * " ■ 3 



2nd Semester ' 

Electron-mechanical design 4 

Physics 2 • . 4 

Electives^ 5 



^ 15 



15 



17 



14 
6/ 



ELECTRONIC TECHNICIAN RESULTS SUMMARY 



Primary Objective of the position 

% 

The primary objective of the position is as follows: 

1. Testing, repairing, evaluating, and maintaining various 
electronic equipment. 

2. Troubleshooting - i.e. recognizing/ cfefining, and dealing 
with problems as they arise. 

Supervisory Responsibilities 

■ \/ ■ . ■ • . ■ 

An electronic technician iibes not usually hive any specific supervisory 
responsibilities, however, there may be occasional need to: 

a) take charge in the absence of the department head 

b) supervi^ basic production » ^ 

c) supervjiSe lower level technicians • . • , 

Minimum Education ^ , ■ . • 

' ' / . . , ■ 

Experience (listed as "cither") and technical/trade school or an A.S. 

degree are usually required. ^ 



Entry Tests 



In the electronic technology sample, only 26% of the. companies gave any 
testing, * ■ 

^ is ' 



ERIC 



-127- 



These tests, as indicated below, varied depending on the type of 

company : ^ < 

' ■ ■ > * 

Basic engineering test 

Basic >felectronics test 

Engineering department quiz ^ 

^ • • r • ■ 

Computer technxcian test 

Bell system qualification test , ' - 

General connector and resistance test 

General qualification test ... . ' . \ 



language Requirements 



There ^r6 no special foreign language requirements* 
Safety or Emergency Requirements ^ 



. ( 



I 



Nq companies in the sample expected any prior knowledge safety 
procedures, ho^tever, 23 percent of the sample conducted their own safety 
training, sessions and/or provided a cdmpany ^safety manual. 



Hours Worked 

The average is 40 hours per week- 



f 9 



15 



J J 



Entry Salary 



I 



The average entry salary is fixed at $168 per week with a range 



from $130 to $23}) per week 



Maxirntun Salary 



The maximiam salary averages $280 per week with a range from $170 
to $475 per week. * 



Basis for Salary Determination 



Saj/ary^s determincid by 
job. 




t of experience and increases^'on the 



Basis for Pyomotion ^" 

Promotion is based on: (1) performance evaluation and (2) n^rit. 
Persons are usually promoted without further training. Below/ the 
chart Includes affirmative responses based on the entire sampling: 
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Question: On what basis is a person promoted? 



Supervisor's Employee's 
Affirmative Affirmative 
("Yes") Response ("Yes") Response 



/ 



Promotion on merit 

■> 

Seniority 

^ Additional on-th€i^ 

job training 

Further outside 
education ■ 

Performance 
evaluation 

Testing ^ 

Experience 

Commission 

Other 




40.0% 

-13.3 

10.0 

6.7 

60.0 
0 . 
. 23.3 
0 

43.^3 



36.7% 
6.7 

10.0 

13.3 • 

30.0 
3.3 
20.0 

3.3 
10.0 



( 
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The exact title of positions to which a technician can be promoted 
varies within different companies. The following is a generalized 
outline of the projnotionsl hierarchy within the field: ^ 



Department Supervisor 



1 



Electronics Technician Specialist 



Electronic Technician Advanced 



± 



Electronic Technician Intermediate 
two year trained \ 



\ 



Electronic Technician Entry 



Interaction . . ' ' ' 

^ , y 

The electronic, technician inbsu-acts primarily with supervisors and/fellC*^ 

employees as indicated below: - v - • ^ 



f 



I Interaction 



Supervisor's . Epiployee's 

Affirmative Affirmative 

("Yes") Response (%) ("Yes") Response (%) 



No One 




0 


Fesllow Employees 


9l 


3% 


Supervisors 


100. 


,0 


Customers 


6. 


,7 


General Public 


6. 


.7 


Government Officials 


3< 


.3 


Other 


30 


.0 



/ 



0 

43.3% 
43.3 
6.7 
0 

0 . 
0 



Training Location 



Central Campus was the most preferred training location, 



. General Skills . • ' - 

* ■ , 

Supervisors indicatea that: (1) reading aod (2) manual skills were 
most ijnportant. The employees did not indicate that any^one 
specific general skill was most important as* deraon^rated on the next 

page- ■ . 



Forecast 



ERIC 



Electronic technicians are employed by a variety of companies concerned, 
with the production of electronic and electro-mechanical components.^ 
Examples of the large range o9 products provided include: 
.digital measureftieik; and control systems, intelligence equipment, computer 
components, 4tc- A technician could be involved with fabricating, 
assembling, and/or testing.' Presently there are an estimated 1,040 
electronic technicians in Si^S^ard Couhty* Job openings ^ occur at an ' 
annual rate^of 8C. positions; 70 of these due- to 6'xpa;>sion 'and 10 for 
replacement purposes (FSES, 1979). . — ^ 



\ 



rr 



to TBCmiCiMU 



Gen<sral Skills Checklist 



Skills 



* Vie»pbnao 



Manual Mathematical Readying Interpretation 

Isor Eft^ployee Supervisor toployee Supervisor Btiployee Supervisgi: BBpIoyg^/ 



Extremely Important 

Ver^' Important 

Important 

Unimportant 

Very Unimportant 
■» 

JSxtremely Uniiaportant 
^* 

Mo Response 
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16.7% 


6*7% 


13.3% 


^6.7% 


20.0% 


, 20.0% 


13.3% 


16.7% 


26.7 


13.3 


10. b 


3.3 


30.0 


13.0 \ 


26.7' 


16.7 


6.7 


16*7 


16.7 


30. 0' 


3,3 


10,0 


10.0 


10.0 


of 


6.7 


13.3 


3.3 


' 0 


0 


3.3 


0 


3. 3 


0, 




0 




0 


0 


0 


0 




0 


0 


0 


0 




0 


46.7 


56.7' 


46.7 


56,7 

m 


46.7 


56.7 


46.7 


56.7 



r • 

J 



V: 5 
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General 


V 

1 

Skills Checklist 




























* 


Skills 










• 




Written 


Personal ] 


Relations 


Supervision 




Superviwr 




&ipervisor, 


Employee 


Supervisor 


Es^loyae 


Su^rvisor Eo^loyeer 
















/ 


Extremely important 


0 


3.3% 


0 


3.3 


6^7% 


6.7% 


0 3.3% 


Very Important * 


1 

^ 30.0 


26.7 


26.7 


20,0 


10.0 


13.3 


3.3 10.0 


Important 
* 

Uiiitnport^ant » 


23.3 
0 


13.3 
0 


2o:o 

3.3 


13*3 
6.7 


33.3 
3.3 


20.0 
3.3 


20.0 10.0 
20.0 13.3 


Vary Uniiaportaat 


0 


0 

* 




0 


\° 


0 


6.7 3.3 


Bxtrecioly Uniroporteuit 


0 


0 


0 


0 


0 


0 


3.3 3^3 


Ho Responae 

r . 


46.7 


56,7 % 


46.7 


56.7 


46.7 
« 


* 56.7 


46.7 56.7 
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* 










1 



Slectyonic Technlcleufi jf 



Assembly and Fabricatiofi Operational 
Wiring; 
Soldering 
Welding 
Brassing 

* * * 

Drilling 
llole Punching 

Insert cocsponents on P.C. board 
Alltjn electronic components 

Conduct preventative maihtenance by periodocally 
checking and evaluation production and laboratory 

equipi^ent , 

Modify equiiXR«ntf as per engineering directions 

Reptilr instruments returned by customers 

Rework circuita \^ ^ 

0|»erat8 drill press and grinder 

ClinUi utilRty poles 

Coi!¥nunicate with custosters 

Follow i nil true tions from engineer ' 



(2) 0) (4) {5) (6) 

Very Somewhat So«e*^at -Very jBxere»9ly 

layoi-tant laportant Unla^rtant Onii^rtant Dntmportant Mean 

: ^ . — ' ' , : . ■ 

35.7% 28.6% 6 0 * 7.1% 2.29 

« f 

42.9 7.1 0.0 7.1 1.93 

0 0 ' • a. 3 33*J 58.3 5.50 

7.7 0 7.7 23,1 61.5 ^ 5.31 

7a ^ ^28.6 • 14.3 2i:e 21.4 4.29 

^ 7.1 14.3 0 35.7 35.7 ^ 4.57 

aa.5 23.1 0 ' . 15.4 - 7.7 2.85 

35.7 0 21,4 0 , '^^^ 2,36 

23,1 ^ 15.4 7.7 15.4 . ' 7.7 2.77 

38.5 7.7 * 7.7 ^.7 7.7 2.54 

21.4 14.3 * 0 ' 7.1 ' 7.1 2.14 

64.3 14.3 7.1 . 0 . 7.1 2.'^0 
0 l4.a ' 28.6 7.1 35.7 4.14 
0 0 0 0 100.0 6.00 

15.4 23a 15.4^ 0 38.5 4-00 
35.7 14.3 0 ' 0 . 7.1 2.00 



I 
I 



66 



I 



(I) 



<2) 



Cottstructions 



Kead and follow schematic diagreuna 
Construct P«C« board from th^ schenmtlo 
Lay-out the PX* board 
Test ^d evaluate UiQ board 

Devise set-ups to test electronic equipment 
Assemble test set-up 

Detennine electrical and mechanical x>«'E:^onnance 
against set standards 

Interpret test reuults 

Maintain records 

Prepare any necessary charts and graphs to 
eomHunitate information to tiwi engineering parsonnal 



Extrenttiy 

Iiggortant 



V«ry 



66.7% 

0.3 
16.7 
41.7 

23,1 
8.3 

38.5 
38.5 
30.8 

7.7 



25.0% 

16.7 

0 
16,7 

23.1 
58.3 

38.5 

38.5 
'30.8 

15.4 



ERIC 



(3) 


(4) 


(S) 


(6) 




Somvhat 
Important 


Dnlis^rtant 


Very 
Unixiportant 


Extr<uwly 
Unimportant 


Mean 


0 


0 


8.3% 


0 


1.58, 


33.3 


16.7 


* 8.3 


16.7 


3*50 


25.0 


8.3 


25.0 


25.0 


4.00 


25,0 


0 


8.3 


8.3 


' 2.42 


46a 


7,7 


0 


0 


2.38 


33.3 


0 


0 


0 


2. 25 


23.1 


0 


0 


0 


1.85 


15.4 


0 


0 


7.7 


2.08 


30,8 


0 


7.7 


0 


2.31 


46.1 


15.4 


7.7 


7.7 

« 


3,23 



(3) 

Electronic Technician * % 

Continuously 



Assembly and F^rication Opera t ions 

• ■♦ 

Wiring X 7.14 

soldering 35.7 

l( Weldin<| . . ^ O 

Brazing 0 

Drilling ' 0 

^ Hole Punching " 7.1 

Insert components on P.C. board 7.7 

■ •/ ft 

Align electj;onic components. 21.4 

A' Conduct preventative maintenance by 

periodocally checking and evaluation 

^ prcKiuetion arni iaboVatory etiuipfltent 7.7 

Modify equipment as preengineering directions 0 

Repair Inatnimonts returned by cuatomers 21.4 

Rework circuits 0 

Operate drill press and grinder • 7.1 

Climb utility i^oles 0 

Communicate with customers . 7.7 

JOt^ Follow instructions from engineer 14.3 

ERIC 





(2) C3) C4) (5) (6) 



Etergency 

^gularly Oooasic^ally Seldoa Situation Only * Hever Mean 



28.6% 57.1% 0 0 '^.1% 2.79 

15,7 7.1 0 4 14,3% 7.x 2.43 

0 ' 0, 0 16,7 83*3 5.83 

7.7 . 0 O 15.4 76.9 S.54 

7.1 21.4 14.3% 21.4 35.7 4.57 

7/1 , ' 7.1 ' ' '7.1 28,6 . 42.9 4.71 

38.4 30.8 7.7 7.7 7.7 2.92 
28.6 *21.4 ' 21.4 0 ^ 7.1 2.71 

23.1 23.1 30.8 » 7.7 7.7 3.31 

38.5 53-8 0 O 7.7 2.85 

28.6 28.6 • 14.3 0 7.1 2.64 
21.4 64^3 7.1 O , 7.1 3.07 

0 14.3 14.3 14.3 50.0 4.79 

0 0 0 .0 100,0 6.00 

0. 7.7 38-5 : -7.7 38.5 4.54 

21.4 35.7 14.3 7*1 7.1 3.00 



1 



./V 




Electjoonic Technician 



/ 



Read and ^follow sdhematic diagrams 
Construct' P.C. board from the schematic 



Lay--out the P,C- board 
T4>$t and evaluate tlie* board 
IVh tingi 

Devise set-ups to test eieetronic equipmisnt 
Assemble test set^-up 

Determine electrical and mechanical 
performance against set standards 

Interpret test results 

Maintain records ^ 

Pref>are any necessary ciiarts and ^graphs to 
communicate information to tlie 
engineeriny persomiel 



jContin\K>usly 



66.7 % 
8.3 
8.3 

'25.0 

7.7 
0 

30.8 
30.8 
30.8 



. {2) 
HcgularXy 



(3) 



(4} 



(S) 



(6) 



Occasionally Seldcan Situation C^ly Never 



25.0 % 

8.3 

8.3 
33.3 

30.8 - 
SO.'O 

30\8 
30.8 
46.2 



0 

8. 3 % 

0 

8.3 

38.5. 
33.3 

15.4 
7.7 

7.7^ 

46.2 



0 

41.7% 

16.7 
16. 7 

23.1 
16.7 

/ 

23.1 
23.1 
15a4 



23.1 



0 

8.3% 

25.0 
0 



0 



0 
0 

t 

0 

23.1 



8.3% 

25.0 
41.7 
16.7 

4 

0 
0 

0 

7.7 

0 

7.7 



Mean 



1.67 
4. OS 
4.67 
2.83 

2.77 
2,67 

2.31 
2.31 

2. 08 

2.92 



i L 



ERIC 



/ 
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ELECTRONIC TECHNICIAN 



iB^Ksrtance of Tasks by Mean Rank 



Mean Rank 



1.85 
. 1.93 



2.00 

2.08 

2.14 

2.25- 

2.29 

2.31 

2.36 

2.38 

2.42 

2.50 

2.54 

2.77 

2.85^ 



agaiflst standards 



ERIC 



Task Description 
Extremely IrrgHprtant . 

Read and follow schematic diagrams (constr^ctic|n) 

Determine electrical and mechanical pejrformance 

« 

Assembly and Fabrication Operations: Soldering 
Very Important; 

Follow instructions from engineer 

Interpret test results 

Repair instruments returned by customers 

Asseimble t^st set-up 

Wiring ^ ^ ' \ 

« 

Maintain records 

Align electronic components 

Devise set-'ups to test electronic equipment 

Test and evaluate P.C* Bo,ard . - \^.' 

Rework circuits 
♦ 

Modify equipment as per engineering directions 

Conduct preventive maintenance by periodically checking and 
evaluating production and laboratory equipment . 

Insert* components on P.C, Boa^rd » 



Task Description 

Somewfiat Important; , • 

Prepare any necessary charts and graphs to' commimicate 
information to the 'engineering personnel 

Construct P.C» Board ^ftom the schematic 
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ELECTRONIC TECHNICIAN 



Frequeticy of Task^ by M^^h Ramk ' 



Mean Rank Task Description 

Continuously > 
1,67 Read and follow schematic diagrams 

Regularly: 
2.08 Maintain records 

2.31 . Determine electrical and* mechanical performance against 

set standards 

^2.43 Soldering 

2. .64 Repair instruirifti^^ returned by customers ? 

2,67 Assemble test set-up 

2! 71 Align electronic components 

2.77 ^ Devise set-up to test electronic equipment 

2.79 Wiring 

2.83 Test an?5 evaluate the P.C. Board 

2.85 Modify equipment as per engineering directions 

m 

2.92 Insert components on P.C.^ Board 

2^92 Prepare any necessary charts and graphs to communicate 

information to the engl*neering personnel! • 

1 



• 1 
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^ . ' ELECTRONIC TECHNICIAN 



Additioyial ^ob Tasks; 

Electronic technicians lis'ted the following job tasks; 



il Repf^r P. C. ♦Board ^ 

^ 2^ ^ Visual recognition of parts by code numbers 

3. Coimnunicatfe -with technician specialist 

^ ■ *^ « 

/ 

■ 4. Maintain customer relations 




5.^ Perform tasks requiring ""a knpVledge of binary numbers 
^ 6p Program material for computer 
'V. Follow-up and check any work done by an inspection team 

8, Preventative 'maintenance of electronic instruments and 
related equipment ^ ' 

9. Emergency repair 0;f equipment used by workers^ in the 
main 'prc|fluction area , * % ' V * 

10. Mainta,in continuous calibration of all electronic 
1 instruments used in* the plaint 

11, ?4ake decisions regarding location of any problems, 
hardware, Software, envi^nment^ or procedures. 
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Equipment Utilization * ! ' 

The following equipment is used t>y electronic technicians: 
/ Software; \ . * 



V 




rqductioxi schedules , 
Equipment manuals 
Schematic diagrams ^ 
Blue prints and drawings 
Engineer's write up 
Service bulletins 
^Hardware : . 



Electronic test equipanent .for radio co 

High 'frequency single *side bands 

^Soldering iron and solder 

; ' . < 
■* ■ . * • . 

Pliers' . . J * ^ 

r ~ * . 

Cutters ..^ ■ ' ' . ' 

strippers .« .; 

♦ ' • ' * 

• Oscxllbscopes * ^ • ^ 

^ * *» • 

^•Fre,qlsencf^ counters 
•Signal geo^ators - .> ' . ^ 

AF voltmeters 

'Digital multimeter 

■ * ^ ■ ^ I 

^ Digital analog --therometers 




ications 



■9 
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H^dware Equipment con't. 
Various amplifiers 



f 




Fionction generators 
Capacitance heters * ' . . / 
• .>Varxous .crystal* test oscillators' 

Amateur FM radios - 

• , ■■■ ■ ■ • . • 

H^gH frequency receivers 
Calculators 
. ,P.p. Board ^ 
•Hand tools (for electronic'^use) 
Various chemical^ and solvents 

V.O.M. ■ . V ' , ' 

r 

Junction t^^ter* 
. Miscellaneous screwdrivers > 

A 4 

'V Frequency generator . ^ • * 
Special purpose test set 
VSirick 

RaiHE^^ generator* oscillati 

Automatic data * acquisit;4-on system ' * 

^ 'Lo^ic or state, analyzers ^ 

Tools for f^moving,*^nd replacing integratecl CKT chipSi on boards" 
. "Repair or niodf^lcation! fomrS" 



^ ^( .Volt/onm meter * 



Milli-ohm meter 



s 



4 



I 



! 



Hardwaj;;^ Equipment con't 

Computers * * 

Custom test stands u * ^ ^ 
, Distortion analyzer ' / 

Meters (current, vol^tage, resistance) ^ * , 

. f ^ ■ 

• . ♦ Jr ■ . ■ • ' 

Supervisory Respon&ibilities ^ 

ThQ following supejfvisory duties, are exercised:.? ^ 

* Teach ^correct use of te'st. paclpiges ^ 

' Assist with .trouble shooting problems 

% * 

^ Supjer visor produ<^ion 
. explain power supply *o new employee's 
Check that department is running smoothly 



Safety and^ Sihergency Procedures ' ,>'^''"''X 
T^he following emergency and safety procedures a^ followed 
Knowledge of high voltage and electrical current 
Treatment for electrical shock . 3 * ' 

♦ Knowledge of tolerance levels .of drive storage capacity. 



Observations 

There is an obVious need "for electronic technicians, however, 
not enough stu<Mmts a|;e entering the courses that are offered. 
Some educators 'felt that this was. due, in part, to the fact that 
employers have no minimum educational requirements. There is not 
^ff*ugh incentive to go to college when a person can be employed 
dire ctfly^f rem high schpol. Of those who dp start' college, many 
students are "picked up" by companies after ^one term starting at 
a salarry around $4 per hour. 



ELECTRONIC TECHNICIAN 



Recommendation : 



That the data collected in the study be transmitted 
to the Division of Engineering Technology and used 
by that divisioir to evaluate the adequacy. and 
appropriateness of ♦the components of the existing 
Electronic Technology 'Associate in Science Degree 
Progr^ as part of the program review process. 



Objectives : 



-To fulfill a training need, as expressed by 

Broward County employers and, validated by the employees. 

-To update ^current information cqncerping the range of 



tasks performe<^bys drafters. 

-To investigate recent- chajiges in^the electronic technician 
field and ascertain any educational impacts* 
-To gather any available infoinnation regarding future 
trends in the industry. in Broward county, - 



Target Group 



-Persons with high school diplomas or the equivalent ^ 
who wish to pursue a career for job sentry into the 
technical field. ' 

-Persons wdtking as electro-mechanical assembler^ who 
wis^ to .upgraSe^ themselves.' 
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Target Group; 
(cont,) 



-Persons employed in electronics who wish to pursue the 
, Bachelor of Science in Technology Degree at . upper- 
division universit^esiN • . 



Assumptions ; 



Reconmiended 
Tb pics : 



-Persons trained locally in .conjunction with employers 

will remain in the local area for employment subsequent 
. ' ' ^ - . ^ ^ ^ "■ 

to completion of the program,* ' • • * 

-Industry has, 'or^will, review and adjust its salary 

levels to be competitive with those 'found in the northern \ 

states- " . • ' ' ' 



I 



It is recommended that the task analysis results^be 
used to evaluate the existing curriculum content of ^ 
the courses currently comprising the ^electrical engineering 
and electronic technology programs. 



Dis^mination 
of Results: 



Results should be disseminated to the following 



specific groups 



ri 



Broward Industrial Board 
South Flori(^ Manufacturers Association 
5puth Florida^toordinating Council 
SJiate of Florida Industries Task Force. 
School Board of Broward County* 



i 

i 

ERIC 



• j C : 
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HEAD NURSE RESULTS SUMMARY 



Primary Objective of the. Position 



TV head-nurse is a registered nurse who is placed in charge ctf a * 

• . ' ' ' 

unit or fioor, depending on th^ organizational structure of the 

hospital. The position of head nurse is found in private and publip 

hospitals of which there are 18 in Browaord County as. defined by the 

American Medi'ca^. Association (FSES, - 1979) • 

The head nurse is responsible to both staff and patients for: 
* ' 1, Planning, organizing # directing, evaluating 
and educating the nursing staff.- 
\ 2'; Assuring quality patient care on a 24-hour basis. 



Supervisory Responsibilities 



Since the position of head nu2?se is primarily supervisory , a detailed 
descripticfti of the answer to this question will be given in the "section 
regarding the job description.! 



■Minimum Education 



An associate of science (A.S*) degree or pursing diploma^Cas defined in 



"Other*') are the minimum education requirements. 



-if. * 



<4 
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Entry Tests ■ ' . 

Since the position of head nurse is usually filled from within the 
hospital/ testing is' not normally required. Only 23 percent of the 
sample interviewed administered any tests. Following are some examples 
of tests given by different hospitals^ 

1. Nursing questionnaire (varied format) 

2. Medical Administratipn Test ^ , . %. 

3. Pharmaocology Exaih 

• 4. Critical Care Assessment Test ^ 
Language Requirements 



There are no foreign language requirements 



Safety or En^rgency Procedures 



Head nurses (employees) -perceived that there -were safety or emergency 
procedures which had to be learned 'prior to ernplo^tnent to a signifi^antl 
greater degree (33.3% more) than did their supervisors. The majority 
of the supervisors (55.6%) saic|^that knowledge of the procedures was not 
necessary Wior to cmploy.ement^ The reason for that is due to the fact 
that each' hospit^J, has its own policies and procedures, ■ 



I^resently the head nurse becomes familiar with assigned responsibilities 
through on-the--job training .(O.J.T.). Following are-^soit^e examples 
of safety arid 'emergency grocedures mentioned^ by different hospitals: 



a) Movement of patients 

b) Coping with uncontrolled psychological behavior 
, c) Cardiac arrest prfceduces ^ 

d) " Emergency nxirsing care* . . 

■ / 

■ , / 

e) Disaster plan ^ 

f) . Actic5n in the event of fire 

g) Bomb threat plan 

h) 'Blue Alert' 

I \ ' . 

I i)^ 'Raxnbow Alert" 

■-. « >. . , ' 

Hours Worked 



Head nurses work an average of 40 hours per week. 



Entry Salary 



The average entry salary ranges between $205 and $286 with an 
^ of $251 per week. * / 




1 



Maximum S 



The m^ijnum salary ranges from $296 to $396 wi^h an average weekly 
salary of $350, " ' . ■ . 



Basis of Salary Determination ■ . »* ^ 

Salary is determined by: (1) educati,oh, (2) merit, aj^Q (3) ex^Bi^ce. 

w 'J 

Salary increases on t-he job. / » * 4 ^ 



Basis for Promotion 



Both head nurses, (employees) and their supervisors xeporte'd that 
performance e.yaluat:j^a was the primary basis fbr promotion.. The second:. 

most common response, however, differed witli sufj^rvisSrs rating "me*rit*\ 

% f \ 

as "most important and the employees rating|j further schooling.": 



Question;^ On .what basis is a person promoted? 



Basis for Promotion. 



Supervisor • s 
Affirmative 
("Yes") Hesponse 



' Promotion on merit 

Seniority 

^ Additional on-the-job 
training - 

Further' of tside ' education 
Performance evaluation 
^tf eating T - 
Experience 
Commission » 
Other 



77.8% 

0 ■ 

0 
.5.6 
88.9 

- 0 
44.4 
0 

50 .0 



Employee ' s 
Affirmative) 
("Yes") Response 



33.3% 
22.2 

33.3 
38.9 
44.4 
,5.6 

3^.9 
5.6 

.. 0 



The head nurse can be promoted in order, to the position of nursing 
supervisor; assistant director of 'nursing*; director of nursing. 
Following is .aJ^.eneralized outline of a hospital hierarc^ _ indicating 
the line of promotion: , * ^ - 



DIRECTOR OF NURSING 



'/7 



Director'- of . 
Jnservice Edudation 

, . . : - ■ . ' 




Asst. Director of Nursing 



Supervisor 



± 



Inservxce " 
Instructor 



< 



" ' liaison *w 



Head Nurse 



> 



A 



Asst. Head Nurse 



Charge Nurse 



Team Leader 



R.N. 



General Skills 



Respondents ^repor^^d that; <1) -verbal and personal relations and (2) 
supervision skills were .extremely important for head nurses as demons^ated 



in the following chart, ' 



Head Nurse jManageinfept - , 



Response 



Manual Mathematical Reading Interpretation 

Supervisor Emplpyee Supervisor Employee Supervisor Emgjioyee . Supervisor Erc^loyee 



• 

* 




■■ ■•' ■ ■ ' • 






s 




i> ■ 




r- ■ n ■ ■ ■ - 1 




ExtreEiely Important ^ 


' 0''"' 


5,6% 




. ii.i^ 


5.6% 


22.2% 

■ f 


38.9% 


22,2% 




Ve^^^^^Important 

IiRlx>r'£ant ' . ^ 


16.7% 
27.8 


5.6 

11.1 


11.1% 

33.3 


5.6 . 
16.7 


16.7 
16.7 


16.7 

r 

0 • 


5.6 
. 5.. 6 


16,7 

1 

0 . 




Unimportant 
Very Unimportant 


0 

5.6 


11.1 
- 0 


5.6 

. ■• 0' ' 


■ A ' 


. 11.1 

' . ' 0 


0 


\ 0 


• ■ 9 ■ 




Extremely Unimportant 


r ^ 


5. '6 


V ■ .' ■ : 0 




0 


0 




. 0 . ' 

■ ■ ■ 




r 

No Kcs^onse 


50.0 


61 .',1 


50.0 


66.7 


50.0 




• 50.0 


61.1 ; * 

. f 


• 






• ' .' ■ ' 


: ' ■ 

\ ** 


. . ■ / * s \ ■ " 


'I - 








■i. IS' 




« 






^ . ' . \v 


« «. 




■, ^ 


• 
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Skills 



verbal . Written- , ^' Personal Hplationa Supervision 

Response' Supervisor Employee Supervisor Eraplipyee Supervisor Emplo yee Supervisor- Employee 



Extremely Important 


50.0% 


33 


.3% 


1 

'38.9% 


, -22. 


2% 

V 


^0.0% 


33. 

t 

• 


3% 


,44. 


.4% . 
X 


:^3.3% 


Very Important 
Important 


0 

0* 




0 . 
0 


ii.r * . 

0 * • 




6 


0 \ 


1 

1 


0 

0 


•4 

.. » 

5. 

* 


0 ^ 

» 

« 

.6 


5.6. 


Unimportant 


0 




0 


0 




,6 , ; 




• 


.0 ' 


1 


,0 




Very Upimportant* ^ 


0 




.6 ^ 


• . 0 \ ' 


r 


0 


'0 




0 




0 


0 


Extremely Unimportant 




* 


0 


• 0 


» 


o'- 






t 

0 




6 


' 0 


No Response 


50,0 ► 

* 


Jol 


.1 


50,0 . 


61, 

• 


.1'. 




66'. 


,•7 , 




.0 


61.6 



Training Location ^ 



ftost respondents preferred -^raining for head nurses to occur on-site/ 



i Interaction 



Supervisors perceive that the head nurse interacts with other individuals, 
to a significantly higher degree than do the hea<i nxirses themselveg as 



demonstrated below i 



Interaction 



Supervisor's Employee fs 

Affiirmative Affinn^ti^^ 
f'Yes") Response ("Yes") Respor^ 



No One 

Fallow Employees' 
Supervisors' 
Customers (patients) 
General P.ublic 
Gdvernemnt Officials 



Other 



0 

94.4% 

94. 4 

94.4 

94.^4 

50.0 

44.4 



. 0 
55.6% 
44^4 

44.4 
22.2 
27.8 



* 
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Forecast 



Following, is an indication of the number o'f head nurse jK^sitions 
available in Broward County in 1979:- ' * 



HospSt.al 



Bennett Cotnmxinity ^ 



Number of Number of 

Beds Head Nurse Positions 



204 * ' 6 



Broward General 626 • 25 

/ .■ • " ' 
COTununity Hospital of 

South Broward v 282 ^ 20 

Cypress Community 150 7 

Doctors Hospital ' 147 * 10 

Florida MecUcal Center 400 " ^ 14 

Hollywood Medical Center 334 " 2l 

Holi^ood Memorial 725^ , 24 

Holy Cross '• ' 18. 

Imperial Point - 155 8 

Margate Gerferal' ' ' , 150 ' - 4 

North Beach Medic^ Center ' ' 153 *• _ . ^9 

North Ridge General ^ . 396 * 6 

Penibroke Pines General . 301 6 

Plantation C^eral 264 .11 

Usjiveristy Community 209 . 8_ 

Total ^ 5093 '197 



Candidates for a Head Nurse Management Program within a hospital 

f 

would be the head nurses, assistant head nurses, charge niorses, >/ 

« 

especially from the 3jOO - 11;00 ajid 11 ;Q0 7 00 (night) shifts, ' 
and nurses aspiring to become ^iead nurs.es: Persons with "head nurse 
skills" are also employed by home health agencies and the Broward 
County Health Department. Candidates ^or head nurse mij^t^be 
licensed registered nurses (R.N.'s) having caropreted two ypars 
of college. In Broward County it is. estimated that 3,400 R.^N.'s * 

are en^sloyed in 1979. The projected need is 290 additii^nail R.N.'s with 

\ ' . . ' '' 

1.4(3 due to expansion and 150 for replacfment purposes. (SFES, 1979). 



Observatiorts • , , 

« 

Listed below are Some of the observations aiade concerning the position 
of head nurse: . ' • ' ' ■ 

1. -It seems. apparent that the shortage R.N-*s in South 
.Florida has had a direct * affect on the availability *of 
potential head nurses. In BroCard County ^ B.C.C.^ia the only 
two year training institution, and restrictions on the 
numbers of- students admitted tothe program prohibit the 
'nuiaber of graduates from increasing. 
2» The two-year program is not designed to provide training in. 
. *the areas of administration and/oi" supervision needed 
by the head nurse. Presently additional training is 
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available through" in-- service depaftments of hospitals. 
A nurse, who wishes to advance academically and Obtain 
^ de^jree, is obliged to go further north or pay high 
tuition fees at a private college. There is tto 



public college in South Florida offering a four-year 
nursing degree. * 

The opinion was expressed by respondent^ /that most head 
nurses in Broward County comd frota other parts of the 

^ •• 

country. ^ . > • , 

» - ' .. * 

The opinion w^s expressed ^y respondents that less than 

50 percent of all nurses in Browa2?d County are graduates 

of B.C.C- , There appears to be sWme uncertainty among 

medical administrators as to-what happens to nursing 

students upon graduation "from B.C.C. . Follow-up studies 

conducted, by B.C.C. indicate the following-. 

'^(Note: The figures are not confined to Broward County) 

- f Total Number of Nuitiber Enterinf Percentage in 
Year Graduates (R.N, 's) Workforce Workforce 



1976- 77 86 62 ~^2% 

1977- 78 117 68 W% 

1978- 79 155 > Not available Not available 



•I ■ 



{ 



C 



Head Niirsa >tenag[(fflgient 



(1) 



* Ta^lt Descriptioji ^ important 



Make daily patient rounds ' . 63,6% 

Aiisist in direct patient care. . ' " 1^*2 

Evaluate patient care ' . 72.7 

Assist in emerijen gy ^i tuationa 63.6 

Provide mentalv moral and spiritual c^ra for 

ti^a patients ' * ^ 54,5* 

Motivate staff 90.9 

Counsel employees 63.6 

Act as a resource to the nursing staff » 63.6 

Setfk out and accept* suggestions^ froro the staff 45.5 

Hold conference^ with tiie staff 27.3 

Jincourage staff to participate in on*godng^ 

education programs 45.5- 




(2) . 

Very 

Zryortant 



(3) . 

SoaMvhat 

Ii^port*nt^ 



(4) 

Somwhat 

Unimportant 



^ (5) 

Vary 

Uniwportut 



(6) 



£ictreMly 



Mean 



18.2 
27.3 
18.2 

18,2 
9.l' 
36.4 
27.3 
:4.5 
63.6 

45.5 



9,1% 

45.5 
0 

27.3 
0 
0 
§.1 
0 

9.1 
9.1 



0 
0 

Q 
0 

0 
0 
0 
0 
0 
0 



0 
9.1 

O 

o 

^ o 

p 

0 
0 
0 
0 



9.1% 
9-1 

^ 0 
9.1 

0 

0 
0 
0 
0 



1.62 
2.91 
1.27 
1.82 

1.73 

1.09' 

1.36 

1.45 

1.55 

1.82 

1.64 




Head Nurse Managiwent cont'd . 



^ Identify einployeQ weds for continuing \^^2 % 

-education J' 

• _^ 3.1 

Dtivelop new educational prograaJB 

Instruct staff on location and usage of ; 45,5 ^ 

emergency miuipment 

45-5 

Check dquiproent , ; 

27 3 

Supervise regular maintenance of equipinent ^ ^ • 

Recommend, review and juiJtify the acquisition ^ ^ 

of now equii>ment 

27 . 3 

order supplies and equipment . 

Coordi.tate nursing survdceB with other ^rvices, ^^^^ 
in the* hospital , ' 

81 9 

coordinate with Uie nfedical staff \ 

, »^ 27.3 

Coordinate with community agencies ^ 

Coop«rat« vith tho school of nursing in tmhlnq ; 

the needs of student education ^ 

0««iyn and in^^iement a staffing aO.odule for tl.e unit; 81.8 



. E^^trenoly 



4 



/t 



V 




27.3 
36.4 

36.4 
36.4 

27.3. 
18.2 
36.4 

44.4 
9.1 



9,1 
27.3 



9.1 

27.3 

b 

0 

27*3 

1J..1 
0 



9.1 
0 

9.1 
0 

0 

0 

9.1 
i 

0 

0 



o 

0 

0 

0 

0 

0 
0 
0 

22.2 

Q 



9-1 

9-1 

9.1 
9.1 

JO 
O 
O 

0 
9.1 



1*91' 



I 



2.18 ' 
2.36 

2.27 
2.36 

1.27 

1- 18 

2- 18 

2.56 
1.55 



OH 



r *. 



Head gurae Wanaqeaent cont'd^ 



Assist 'in establi^ing and maintaining a 
budget 

Assign duties and respdnsibilities with the unit 

Be rospc^sibXe for time cards 

Complete all necessary daily reports 

Sc responsible for any necessary disciplinary action 

.l^rminate employees when necessary 

Interpret hospital jpolici^s 

Support and implement hospital policies 

5ch«dule own hours - wtk different shifts when 
needad- 

Investigate all ipcid^ts involving patients, 
viSiotrs and employees 

Serve on coJwaittees . ' 

"Attend meetings iSl led by t>m Nursing Director 
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4 

/ 



< (3) 

Soneii^at 

Irr^rtant: 



C4) ^ (5) (6) 

Sonevhat Very ExtreMly , 

Uninyortant UnigporMnt Un^nportant 



Ma an 



2D.0 
9,1 

0 . 
18.2 

0 

30.0 4 
0 

✓ 0 
20*0 



0 
0 

10. 0 
9.1 

. 0 
Q 

^ 0 ' 

0 



0 

0. 

o 

0 

o 
o 



0 



^0.0 
0 

30.0 
0 
0 

20.0 
0 
0 



2.80 
1*55 
.3.-20 
2.09 
1-36 
2.90 
1.55 
1.45 

1.70 



9.1 

54. S 
9.1 



9.1 
0 



O 

No 



0 

0 



J 



1.36 

2.55 
1.45 



Refer situations )>ayond cuntiJ^ to supervisor 

Orient non- professional pe^nnal 

Train non^-pirofessional pirsonnal. ^ 

Sujservi^nonrprofessionai personnel 

EvaluaUi non-f^rofessional personnel^ y • 

Attend workshops and classes 

Participate in professional organ jy^tions V 

Puruso independent study 



9 



Very , 
Ijnportant 



<35 ■ 

Xwportant 



^ (4) 
SoMvhat 



Veafy 
Unimportant 



<6) 

yaijriportant 



Mean 



27.3 

IS. 2 
27*^3 
27.3 
63.6 
18.2 
36,4 



9.1 
45.5 
36.4 
18.2 
18,2 
18.2 
27.3 
27.3 



Of. 
9.1 

d' 
0 

o 

18.2 
O 



0 




D 


, , X.36 




0 




0 


2.27- 




0 




9a 


2.64 




0 




0 


1.64 




0 




0 


1,64 




0 




0 


2.00 


1 


0 




6 
ff 


' 2.27 




0 




0 


1.91 


t 



i 



{}) ' . (2 J C3) C4) (5) ; (6) 

Head Nurse Management * * " ^ ' ' * anej^gency 

* Continnougly Re^lerly Ooca8i<malIy ;5eldon situation Only Never^ . Me^in 

■ ' ' »* 

Task Description ' * , ' ♦ ' 

Make daily pat ialH^ rounds ' , ^ 18,2% ^ 63.6% O 9,1% 0 9-1% 2*36 

Assist in diraqt ♦patient cara " 9.1 27.3 , ^6.4% 9.1 , ^^9-1% 9.1 3.09 

Evaluate patient care , 81.8 18.2 0 0 O'' " - 0' 1.18 

Assist in emerstncy situations 27.3 18.2 27.3 9.1 9.1 9.1 2.82 
Provide mental, moral and spiritual care for 

the patients 36.4, 18.2 45. S 0 Q 0 2.09 

Motivate staff ^ 6316 36.4 * O * * .0 O p 1.36 

Counsel employees 54.5 18,2 • 27.3 0 0 0 1.73 

Act as a resource to tlie nursing staff 63.6 ^f^*.2 • 18.2* 0 0 0 1.5? 

Seek out and accept suggestions from the staff 27.3 72.7 O 0 0 0 1.73 

Hold conferences with the staff 0 90.9 9.1 - d 0 0 ' , 2.09 
Encourage staff to part'icipat,e in on-going 

education programs 45.5 - 45.5 0 9.1 0 0 * 1.73 

Identify eniployee needs for continuing education 9.1 63.6 27.3 0 , , 0 0 2.18 

Develop no^ educational programs Q 27.3 . 36.4 2.73 0 9.1 3.27 

Instruct staff on location and usage of i v - 

eflkjrgency equipc^nt ^ 27.3 54.5 9.1 - AO 0 . * 9.1 2.18 

^ I 

Check equii>ment * 18.2 45.5 18.2 9.1 0 . 9.1 .2.55 

Supervise regular maintenance of equipn^nt 9.1 54.5 18.2 9,1 0 9.1 2,64 



. 1 : 



4. 
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Head Nurse Management cont'd • 

Recoimt^nd, review and justify the 
acquisition of new equipment 

Order supplitjs and equipment 

4 * 

Coordinate nursing services with other aervices 
in the hospital ^ . 

Coordinate With the medical staff 

Coordinate with comunity agencies 

Ccioperate with the school of nursing in 
meeting the needs of student education 

Design and implement a staffiny schedule for Uie 

Assist in establishiiig and laainta^ning a budget 

Assign duties and fesponsihilitiesi witli the unit 

Be responsible for time cards ^ , 

Coinplete all niicessary daily reports 

Be responsible for any neCessaty disciplipary 
action 

Terminate employees when necessary 
Interpret hospital policies 
Support and r^li^^®^^'^^ hospital policies 



Ml) 



continuously 




9.1% 

27.3 



S4.5 
lO.O 
72.7 
20.0 
36.4 

63.6 

54.5 
81.8 



lU^gularly Occaaionally '* Saldoay situation Only Kftver 
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f 




45.5% 


18.2% 




0 


9,1% 


2.82 


45.5 ' 


18.2 


0 


0 


9.1 


2-27 


36.4 


0 * 


0 


0 


0 


1.36 


18.2 , , 


9.1 


0 


• 0 


0 


1.36 


45.5 


36.4 


0 

• * 


0 


0 


2a8 


33.3 


33.3 


11.1 


*• 

0 


^ 22.2 , 


3.44 


^7.3 




9.1 


0 


9.1 


2.00 


40.0 


30,0 


0 


0 


20.0 


3.00 


18.2 


9.1 


0 . 


0 


0 


1.36 


20.0 


10,0 


10.0 


0 


: . ■ 40.0 


.3;70 


45.5 


18.2 


0 


0 


0 


1.82 


36.4 


0 


0 


0 


0 , 


1.36 


0 


30.0 


30.0 


0 


20. 0 


3.50 


27.3 


18.2 


0 


0 


0 


1.64 


9.1 


9.1 


0 


0 


0 


1.27 



c ■ 



Head Nurse 



Schodule own liours 
shif Ui wXi^n needed 



work different 



Investigate alX incidents involving patients, 
visitors and eipployeea - 

t 

Serve on conatiittees 

Attend loaetings called by the Nursing Director 
Refer situations J:>eyond control to supervisor 
Orient lion-prof&asional ^rsonnel 
Train non-prof e^isional personnel 
Supervise non-professional personnel 
Evaluate non-professional personnel 
Attend workshops and classes 
Participate in professi?onal organizations 
Pursue independent study 



i 



ContlnuoMSly 
• 30.0% 

"^•^ 

36,4 

54,5 . 

18.2 

18.2 

45.5 

45.5 

9.1 

9.1 
36.4 
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. (6) 




30.0% 

18.2 
36.4 
54.5 
18.2 
18.2 

9.1 
27.3 
27.3 
45.5 
27.3 

9.1 



30.0% 



18.2 
54 

9.1 
27.3 
54.5 
54.5 
27.3 
27.3 ^ 
.45.5 
27.3 
54. S . 



10.0% 

^•^^ 
0 

O 

.0 

9.1 
9.1 

0. 
0 

o 

18.2 
0 



p 
0 
0 
0 

0> 
. 0 
0 
0. 
0 
0 
0 



0 


, 2.2Q 


0 


1.82 


0^ 


2.45 


0 


1.73 


0 


1.73 


0 


2.55 


9.1% 


2.91 


0 


1.82 


0 


1.82 


0 


2.36 






IB. 2 


3.27 


0 


2.18 
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HSAD NURSE 



Importance Tasks by Meam Ranks 

; - ■ 



Mean Rank , Task Description 

Extremely 'Important; 



1.09 
1.18 
1.27 

1.36 



( 1.45 



1.55 



1.64 



ERIC 



Motiviate staff 

Cpordinate comntuni cat ions with the medical staff 
« 

Evaluate patient care ■ . 

Co-ordinate nursing services with other services in the hospita'l 

Investigate any inciden^ts involving patients, visitors, and 
employees . , 

Refer situations beyond * control to sVipervisor 

Coitnsel employees ^ ^" . 

Be responsible for any^necessary disciplinary action 

Act as a resource to the nursing staff 

Attend meetings called by Nursing Director 

SujJport and implement hospital policies 

Desigmand implement a staffing schedule for the unit 

Assign duties and responsibilities within the unit 

Seek out and accept suggestions from the staff 

Interpret hospital policies 

Supervise non-prof esSiqnal personnel 

Eval^uate nonrprofessional personnel 

Encourage . staff to participate in on-going education programs 



211 



Mean Rank \ Task Descriptdon ^ * ' • , 

, " \ * ' " 

Extrefltely Important; . • 

r.70' V Schedule own'hoxirs — work different shifts, when needed 
1.73 . " Provide mental, itioral and spiritual care for the |>atients . 
1.82 ' M^e daily patient roxinds • • 

^ Assist in emergency situations . - . * . 

. r . ' Hold conferences .vsdth the staff ' , 
l,9i' Instruct staff on location anA xisage of emergency equipment 

Pursue independent study 

Identify employee needs for continuing education 
^ Very Important: 

/2.00 Attend workshops and classes • . ' 

2.09 Complete all necessary daily reports 

.Develop new Educational programs 
2,18 Check equipment 

Coordinate with community agencies 
2.27 Recommend, review, slnd 'justify the acquisition of" new equipment 

P^ticipate in prof essional ""o^anizations 

Orient non-professional personn>i^ . ^ 
2.36 ^ Supervise regular maintenance of equipment 

Order 'supplies and equipment 
2,55 Serve on committees " . 

2 56 Cooperate with the school of nursing in meeting the needs of 

i * I 

student education 



.... A 
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- Mean Rank Task>^ Description 



2,^4 
2.80 
2;,90 
.2.91 



Very Important • - ' 

Train •non-professional personnel 



Assist ^establishing and maintaining a^bUdget 
Terminate employees when necessary 



Assist in jdlrect patient care 




/ 
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HEAD .NOrSE * . V 
• Frequency of; Tasks by* Mean Ranks 



Task D escriptxon « . 5 • ' 

' 'I 

Continuously; f . •' 

Evaluate patieat <p^r& 

Support and implement hospital policies , 

Coordinate with the judical staffs 

Assign duties and responsibilities with the unit 

Coordinate nursirig services with other services in th? hospital 

' _ ' • 4. 
.0e ^jil5>onsible for any necessary disciplinary action 

■ ' ' ,, ■ ' 

Act as a resource to the nursing st^ff > / 

Interpret hospital policies 
Counsel- empioyeeS 

Refer situations beyond control to supervisor 

Encourage staff to participate in on-going education programs 

Attend meetings called b^^^ursing Director 

Seek out and accept suggestions from the staff • 

Investigate all incidents involving patients, visitors, and 
employees 

S"u5)ervise non-professional personnel 
Evaluate non-professional personnel ^ * 
, Complete all necessary daily reports 

I 

Design and implement a staffing schedule for the unit 



4) 



ReqtiXarly; • ^ . 

2.09 Assist in* emergency 'situations ; 



^ Hold 'confeirences with th6 staff 



2.18 Pursue ind^end^nt study:"". 

Ifistruct st^feiff on location and u^ftge of amergenby equipment 

Coordinate >dth community agencies ' r. - 
• * ' »■* " 

- " sadentify eit^jloyee needs* for continuing education V. \ 

2.20 V . Schedule own bouts — wbrX different shifts when needed \ 
2.27 Order ^supplies and equipment^r , ^* 



2.36 M^ke daily patient tounds 



Att^d workshops and classeS^^, 

/ 



2.45,' Serve on committees ^ 



2-55 ■ Check equipment . 

Orient non-professional personnel 
2.64 Supervise regular maintenance pf equipment 

2.82 l^commend, review, aad justify the acquisition of new equipment 

2,91 ' Train non-prof.eesional personnel v. • • -.^ 



■ V 



Head iNnrse 



Additional Job Tasks - • * ^ * . 

^ — — f. ? . ^ ^ ^ 

.The following tasks were li-sted'by respondents as important >n 

addition to those 'expressed in the task an'alysis: 

Maintain open' lines of cofcmxinication with management 

Coordinate witil5ftoctors aind their orders 

" Pick up orders left by the doctors ^ . ' 

Hand in daily reports to the nursi^ng office 

Be responsible for medical and surgical supplies used in ^ 
assigned areas 

Be responsible for the management of charge^ personnel assigned 
to shifts when the head' nurse is off duty 

Be availably t;b '^listen to employees. 

i 

Make out assignment for staff- 
Maintain weekly payroll sheets . . ' 
Evaluate each employee 911 each shift* 



The following additional tasks were "^ntioned by home health agency 
persohnel : ^ 

Supervision of 'agency personnel 
Create policies for thS agency 
Send correspondence to the public 
Liaison with government agencies 
Assist with budget planning 
Hiring and firing of staff ^ 
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In addition to the above, head nurses r who were interviewed, 
made the following observations: 

1, In the majority of hospitals, the development of 
new» educational programs is, the responsibility of 
the in-^-servioe department. Howeverr* the head nurse 
can make suggestions to the inservice coordinator. 

^ (The 30b description stated that head nurses w^re 

, responsijDle for developing new 'bourses. ) , ^ ^ 

2. Termination, bf s,taff is usually the responsibility of 
the' Director or Assistant Director of Nursing. The 
head nurse, however, can make any suggestions 
necessary* In a few cases, the head nurse did 
actually have the power to terminate subordinates. 

Equipment Utilization 

The head nurse must have 'Inowledge of utilization ^of the following 
equipment: ^ 

^ ^Patient care equipment • ^ • 

Nursing servicdi manuals 

Medical supplies * * 

Patients' charts 

4 * ■ * 

Reference books 

'Manager's manual 
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Safety and Emergency Procedur e 



, The following. safety and emergency procedures must be learned by the 
head nutse: 

1. Emergency nursing care 

2. • Recognition of O.S^H.A. regulations 

3. Knowledge of codes and appropriate actions 



Code Had 
Code Blue 
Code ^^inbow 



Fire 



Cardiac arrest 



Phychological imbalance 



ERJC 
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HEAD NURSE 



Recommendation : 



Objectives in 
Implementing the 
Recommendations ; 



Target Group: 



-Suj^lementary courses for head nurse management 
shQu^tci be implemented as part of conrtinuing 

education avail^le to nurses at B.C. C. 

i ■ ' ■ ■ 

-An advisory board ^ consisting of nursing admin- 
istrators, should be established to work in co- 
operation wxth the relevant campus nursxrlg 
departiient personnel so that the program could 

be developed and evaluated on a regular basis. 
I • 

-To fulfull a training need as expressed by the 
employers of head nurses in Broward County 
-To encourage standard/ quality occupation 
education for head nurses. 

-Candidates for the program would include the * 
following: head nurses; assistant head nursAs; ^ 
.charge nurses allocated to an evening shi^t; any 

] 

nurse who has been allocated supervisory 
responsibilities; any nurse aspiring to becoijie a 
head nurse at some later date. 
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Assvunptions : ♦ It is .assumed that candidates for the course would^ ^ 



have satisfied the following requirements: 



1. Expertise in the specified clinical area. 

2* Expertise in the implementation of the following 
tasksV % . 

a) Initiation of intravenous solutions 

b) Initiation of blood transfusions using 
saline as the primary infusor » 

c) Initiation of intravenous solutions u^ing 
medicut or angiocath 

d) Administration of I.V. push medications 

e) Administration of Heparin via Heparin ' lock 

f ) Suction endotracheally with or without an 
endotracheal lock 

g) Insertion of levine tub^s 

h) Addition of medications to intravenous 
' • solutions for intravenous therapy 

i) Defibrillation of patients 

3. If not already known the following skills should 
- be acquired: 

a) Chemotherapeutics 

b) Hyperalimentation *' ^ 
V c) Major dressing changes 

f ' d) Chest tubes ' * 

4. Minimum experience of 2 years as a general duty 
staff nurse. 

5. Mental and Physical capability. 

6. Capable of emotional control in highly 
stressful situations. 

7. Must have passed any^ necessary pre-employment 
physical! ^examination. _ ^ 



?ica]^ J 
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Recommended Course Topics ^ . - 

From the information collected the following topic? are recommended 
for inclusion in Head Nurse Management education courses: 
Management Skills: 1. _Asseftiveness Training 

2. Counseling techniques 

3. Coping with stress 

4. Instructional techniques 

5. Public speaking 

6. Staff motivation 



Staff: 



1. Staffing st:hedule - 



a) assigning duties 

b) designing a schedule 

c) implementing t^fae 

schedule ' 

d) personal time Jeheduling 



2. Staff orientatioh 

3. Incident investigation involving staff 

4. Staff evaluation ~ a) assessing staff 

performance 
b) personal. time scheduling 



Administration : 



1. Legal -aspects of health care 

2, Understanding, interpreting, and implementing 

'hospital policy 



3. Writing and reporting skills for daily reports 
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Administration: 4» Budget; a) .preparation 

(cont. ) _^ b) maintenance • ^ 

. 5. Equipment: a) assessing needs 

b) inventory taking ' 
4 . c) maintenance 

d) Ordering 

. 6, Patient irecotds. - preparation ^d maintenance 
^ V . 7. Inventory taking for: 

a) equipment 

b) medications 

c) solutions 
• d) supplies 

8. Coordination with the school^of nursing; 

a) assessing the needs for new 
programs 

*b) making recommendations to the 
school of nursing 

9. Coordination with other hospital agencies 

10. Coordination wiih various community agencies 

11. Participation in committees 

12. Participation in professional organizations 



Patient', * 1. Direct patient, care 

2. Patient counseling 

3. Emergency situations 

4. Medical responsibilities 



\ 
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Correlations Between 'Sup-ervisor aru| Efnployee Responses 



The Pearson product-n^sment correlation, (^pelficient (r) was utilized 
to detennine if there were significant coTrelations between v^at 
supervisors said and what employees said. Within each occupational 
^area, the following significant correlations exis^ied between the 
responses of the supervisors and the response^ of the employees: 
(see Appendix I), ^ \^ 

Computer Programmer 

\- \ 

Positive correlation of importance of interpretation skills 

Head Nurse > • , 
ft, 

Positive correlation of the extent of employee interaction with customers, 
(patients) and general public and of the importance of personal 
relation skills and supervision skills, " . ^ 

Drafting / . 

Negative correlation in terms of, extent Of interaction with fellow 
employees and whether employee has supervisory responsibilities 

Positive correlation of the extent of interaction- with customers a%6 thk^ ' 
basis for promotion:^ performance evaluation. ;^ 

Electronic Technician 

Negative correlation of extent of interaction with fellow employees. 

Positive porrelation of extent of interaction with customers^and 
importance of personal relation skills 

Construction Secretary 

Positive correlation of the extent of employee interaction with customers 
and importance of reading sHill^- 

Insurance Secretary 

» Positive correlation of the importance of verbal, personal relations, 
and supervision skills. 



/ 

2? 3 



.PROJECT CONCLUSIONS, RECOMMENDATIONS AND IMPACT 



Data obtained in the study enabled the director to make the 

t 

following conclusions: 



1. The occupational areas which were defined by eiftployers 
as most in need of additional occupational education 
were the following: 



Auto Mechanic 
Auto Sales 
Bookkeeper 

Business Data Processing 
Carpenter ^ 
Chef 

Electrical Engineer 
Electro-Mechanical Assembler 
Electronic Technician 
. Engineering Drafting 
Heavy Equipment Operatdr 
Home Health Aide 
Insu2!*ance Agent/Broker ^ 



Licensed Practical Nurse .(LPN) 
Loan Processing Clerk 
Managemei\t/Supervisor 
Medical Lab Technician 
Metal Working Machinist 
Registered Nurse (^RN) 
Retail Sales 
Savings Counselor 
Secretary-Banks, Health, 

Trucking., Auto Dealers 
Insurance Construction 
short-Order Cook 
Teller 



Those which were identified as appropriate to post-secondary 
level education were investigated in the project: 

a) Computer programmer in business data processing 

b) Head nurse * 

c) Drafting 

d) Electronic technician 

e) Construction secretary 



f) Insurance secretary 
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2. Job 6ntry level competexicies were identified for each 
occupational area in terms of importance and frequency 
as reported by supervisors and validated by employees 

- functioning in the position being investigated. They 
were rarJ< --ordered and appear in the results section of 
this study, ^ • 

3. Curriculum development in the'forro of degree pro^Si^s, 
workshops^ or supplemental programs and/or curriculum 
evaluation were recommended for each occupational area. 
The specific recommendations for each area were included 
in Chapter III . 

Based upon the results -and conclusions of the study ^ the follow- 
ing recommendations were made: 

That the Directc^r of Institutional Research and Systems 
Planning disseminate the results to the BCC President's • 
Cai>inet members and academic deans and establish the model for 
curriculum development and evaluation; 

2. That the academic deans determine the most appropriate way 
to disseminate th$ data to the respective departments and 
establish responsibility within each for the utilization 
and implementation of .the results; and 

3. That. the Director disseminate appropriate findings to the 

✓ 

Public School Board, Broward Industrial Board, Chamber of 
Commerce, Urban League, and employers and taHfe any appro-- 
priate action to establish active liaison with community 
groups concerning implementation of findings. 



IMPACT 



Results of the study have identif^d major areas of concern 
in six specified occupational areas, however, the greatest irnpact 
of the -study is the tesult of pilot-jtesting a system for both 
developing and evaluating curricula. The model, which can be derived 
from the study, brings en^hasis to the needs of employers and couples 
them with the ava.llable instructional expertise to fulfill those needs. 
Supervisory wand personnel directors can be used to identify skill, 
requirements necessary for obtaining the employment, vrhile employees 
in the ,actu^ position are used to validate the skills necessary 
to perform satisfactorily on the job^ 

The study has again verified the need to conununicate with 
employers concerning ,their needs as consumers of the educational ^ 

• 

product: the graduate. The educational system can no longer afford 
to develop curricula without the active participation of employers — 
.beyond the inputs normally found with advisory committees. Only as 
the director of the study (Broward Community College's Director of 
Institutional Research and Systems Planning) continues to work with 
the College personnel, BIB, Chamber of Commerce, Urban League, Public 
sdhool Board and other interested 'parties toward implementation of a ' 
curriculum development model will the true 'potential impact of this 
study be realis^ed. 
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Curriculiom Design for New Occupational Training 

♦ • ^ 

.Broward Community College, with the assistance of BETA .and many other 
cooperating educational agencies .in Broward County, wouici like to work 
with the business community to design and implement training programs 
to meet the needs of the County's major employers. In order tc3 
determine the highest need priorities ip, the occupational category of 
Manufacturing, we need the employers' inpjut once again. Please help 
us fay answering the following questions ^ # 

1) Listed below are the job titles which manufacturing employers 
predict^ will be the highest demand occupations in the next 2- 
3" years- Please rank these titles in order of highest prior- 
. ity, number 1 being the most .needed position,, number 2, next 
highest, etc. . . ^. * . 

Electro-mechanical Assemblers 

♦ 

^ Eng^^ers 

Machinists ' * * ' 

Electronic Technicians 

^ - 

Computer Personnel 
^ Tool & Die Makers 

Foremer^/Supervisors ^ . ' 
Software Design 

Production Workers ' . ♦ ' 
Managers 



2}^ Are there &ny job titles not included in item number 1 which you 
feel will be in great demand in Broward County in the next 2-5 
years? If so, please list the names of the positions. 
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3) We would like to have representatives from the biisiness con||^|pity 
assist us in designing training programs to fulfill the needs of u 
Broward County. If you would like to be a member of our Educational 
Advisory Panel, please list your name and your company's name, • 
address and phone number below so that we may contaci: you later. 



Thank- you very much for your cooperation. If you have any questions, 
please feel .free to call me at: 467-6700, extension 232. 



Mantha Vlahos Mehallis, Ph. D. 
IJirector of Institutional Research 
* and Systems Planning 

Please return no later than Nov. 27, 1978 



APPENDIX B 



Letters pf Request 



ERIC 



-193- 




broward community college 



administrative office 
225 east las ola^oulevard 

I* ^ fort lauderdale, fiorida 33301 



* ■ * 

December 29, 1978 ^ .. , ' < . . • 

■ '''ur * . . 

•. 'A 

' 

Dear ' * , • 

The BroWard Conununity College team currently researching "Curriculum Develop-- 
ment for New Occupational Training" wishes to thank you for volunteering as 
a member of oiir advisory panel* At this stage of our project, your contri- ' 
bution will be most influential in the role of a field advisor. We plan to 
implement a task analysis , designed to give a complete description of the 
positions being studied. ■ To ensure the validity of our research, we first 
plan to pilot test the analysis instrument.. ' • 

We would appreciate utilizing about half --an-hour of your time to conduct 
this pilot test in the form of *a personal interview. A member of our research 
team will call you to check on your availability/ and if agreeable, will 
arrange an appointment at your convenience- 

If you have any questions regarding this project, pli^ase don't hesitate to 
call Ke^y F_air'%t 467-6700, ext. 235. Thank you for your interest and 
cooper a 




Dr. Mantha Vlahos Mehallis, Ph, D. ' 
' Director of Institutional Research 

i and Systems Planning ^ 

: Kerry Fair / 

i Project Coordinator 
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broward community college 



administrative offices 
225 east las olas boulevard 
fort lauderdale, florida 33301 




To Whom It May Concern:* , v.. • 

Broward Conununity College's Office of Institutional Research is presently 
conducting a research project entitled "Curriculum Des^i^^. f or New Occupa** 
tional Training." The goal of this' project is to design, and implement 
new training programs to better meet the needs of Broward Cdvmty employers. 

We have determined tJie highest demand occupations projected for^ti^e next * - 
five years and are how gatihering infoinuation to compxle specific 30b de-- 
scriptions in order to -develop curricula for the selected areas. S\i|^r- 
visors throughout tihe county will be contacted to assist us in identi"^^'-*.^ , ' ^ ^ 
ing specific tasks and competency levels necessary to fulfill job entty"!N\ . 
requirements. Each supervisor will be consulted regarding one position V.^ 
only. ^ 

::-v. 

We would appreciate your contribution to- tJie project in. allowing a member ■>: !i"\^:;-t 
of the res^rch team to interview you regarding 'a pre-selected position 'v '^^S 

in yoxir company* The interviewer will contact you to arrange an appoi^t-^ sji^^.^ 
ment for a personal interview . and to specify the position in question. ' 
We will need no more than half an hour of your tume. If you hvave any 
questions, please do not hesitate to^- call Kerry Fair ^ project coordinator , 
at 467--6700, ext. 235. 

Thank you for your cooperation. 

Sincerely, - . • 

• Uo^^ iki&^: ^ ■ ■ * . 

Mantha Vlahos Mehallis ,^ Ph. D. , * 

Director of Institutional Research 

and Systems Planning ^ ^ • 

MVM/mjc . * ^ " 
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broward community college 



administrative offices 
225 east las olas boulevard 
fort laifderdale, florida 33301 



January 2, 1979 



i 

Dear Broward County ESnployer: 

As an integral part of Broward Community College's research 
project, ^'Curriculum Development ^^Dr New Occupational Training /J 
we are presently establishing an Educational Advisory Panel>^ 
You have indicated interest in becoming a member of this panel, 
-and.^e feel that your professional knowledge ^wi 11 be a valuable 
contribution inissisting us to design new technical programs. 

We thank yorf'fo'r volunteering your services and wish to advise 

you that ^e inaugulal meeting of the Panel will take place i"^ , 

the fifth'floor |Sfrd Room of the Fort Lauderdale Center, 

225 East Las Olas Boulevard, on January 11, 1979, at 8.00 a.m. 

' % _ 

Please acknowledge your ability to attend this meeting by calling 
Kerry Fair (project cocrdinatot) at 467-6700, ext. 235, by 
ftonday, January 8^ 1979. 

We look forward to your attendance. ' • 

Sincerely, 



Mantha Vlahos Mehallis, Ph. D. 
Director of Institutional Research 
and Systems Planning 



Kerry Fair — 
Project Coordinator 



broward coramunity college 



administrative offices 
225 east las olas boulevard 
fort lauderdale. florida 33301 



January 29, 1979 



Dear 



The Broward Cpnununity College team currently research4.ng ^'Curriculum 
Development for Occupational Training" wishes to remind you of 
our request, of December 29, 1978, to pilot test our task analysis 
instrment within, your company. 

We wish to conduct this interview, taking approximately half an hou^, 
with t±e personnel manager. A member of our team will call within the 
next few days to arrange an appointment and indicate which position 
in t±ie^ company we wish to analyze. 

^ould you please relay this information to the relevant person and 
iX you have any questions concerning this project please call Kerry 
Pair (467-67S0, ext. 235). Thatik you for yhur cooperation. 

>incerely. 



Dr. Mantua Vlahos Mehailis, Ph. D. 
Director of Institutional Research 
arid Systems" Planning 



Kerry Lyn Fair, 
Project Coordinator 



broward community-coilege 



administrative offices 
225 east las olas boulevard 
fort lauderdale, florida 33301 



Dear , 

* Broward ponununity College wishes to thank you for your 
participation in the current research project^ "Curriculum Design 
For New Occupational Training*" Information collected via the 
init>*;M.nterviews and returned part B's has been most valuable 
in helpin^us identify present requirements in the selected 
occupations. . ' * 

The next" stage of the projefct is concerned with employee 
validati^K of the^ compiled job description. Supervisors were 
informed at the interview tha^ this would be conducted in the 
form* of a personal interview; however, as a contribution to 
gas conservation, this information is being collected by mail. 

Could you please ask a member of your staff ^ currently 
' employed in the position: 
to fill out the enclosed questionnaiS:^. This should take no 
more than 20 minutes. Please return completed questionnaire to 
the college. A business reply-paid envelope has been enclosed, ^ 
If you, have any questions, pleage call me at 467-5700, ext.H235. 

Thank you for your cooperation- 

sincerely, 



Kerry-Lyh Fair 
Project Coordinator 



KLF/jag 
Enclosure 
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.broward community college 



administrative offices 
225 east las ol^s baj|levard 
fort lauderdale, fl(ffida 33301 



Dear Employees 

As part of a research project being conducted by Broward 
Commimity College^ we are collecting information about the 
position you are currently employed in. This information will 
serve as a basis foy^ curriculum evaluation and/or design > 



You can greatly assist our project, by filling, out the 
following questionnaire. Please check the back of each sheet 
for additional questions. A reply-paid envelope has been 
encloseld for the return of the questionnaire. 

If you have any questions , please call me at 467-6700, 
extension 235. 

Thank you for your cooper^^on. 

Sincerely, 



Kerry-Lyn Fair 
Project Coordinator 



KLF/jag 



Enclosure 
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broyard community coUe|e 



administrative offices 
225 east las olas boulevard 
fort lauderdale, florida 33301 



July 13, 1979 



To Whom It May Concern: 



i 

The research project, "Curriculum Design For New Occupational Training" 
being conducted by Broward Community College is now in its final stages^ 
We are cvirrently processing all the information that, has been collected 

Your contribution to the final -report, is most valuable. We are, 
therefore, eager to obtain all unreturned, dbmpleted questionnaires. 
W« appreciate the time you have taken to assist, the research team and 
hope that you will continue to help us to obtain the most accurate, 
complete information in the relevant occupational area. A summary of 
the results will be sent to all project participants. 

Thank you again for your cooperation. Please return all outstanding - 
questionnaires to this office as soon as possible. If you have already 
retut-ned" the material please disregard this letter. 

Yours sincerely, ^ ■ 

' • ■ • - ■ . 

Kerry Lyn Fair,^ 
Project Coordinator 

\ 

KLF/mjc 
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Broward Community College 
Institutional Reseairch 



Position: 



Interviewer: 



Date: 



PART A. 




Comptany Title 
& Address: 



Phone No: 



Name of Personnel 
Manager: 



Name of employee to 
be interviewed later: 



"^tal If of employees: 



1, What is the overall objectixre of the i|;jsition? 



2. ^ What are the present minimal educational requirements for the position? 
(Please circle one only) ; ^ 




1, No formal education^ 

*2. High School Diploma 

3. Mchnical/Tirade School (accredited specialized school) 

A. Certificate l^year technical program 

5* A. S. J)egree 

6. ' 4 year dollege * ^ 

7. . Masters Degree 

8. Other (specify) > . 



3. Is the^e a fixed salary for persons entering this position? (please circle) 



. '1. Yes 

2. No (if no skip to #5) 

'4.. What is the salary per week ? 



5, How many working hours per week does the position involve? 



. 7 



4 



6. pan a person's salary increase while working* in this position? (please circle) 

. ■ \ ' ■ 

2. No (if no skip to #8) W 
7» What is the maximim salary, per week, a person could earn in this position? 

$ 

■ • • • ■ - ^ , . 

8. On' what basis is salary decided? (circle as many as apply) 

» 

1. Commission 

2. Experience . ^ 

3. Education . - 
^ 4. Salary & Coxnmission 

5. Merit 

6, Other (specify) . ■ 

■ , ■ ■ > 

9, Is the new employee required to take any. special tests? (please circle) ^ 

■ 1. Yes " 
2. No* (if no ski* to #11) j 

10. Please name thCse tests and where applicahle, the required achievement level. 



*■ ' n- j_ 






f 
















t 









11, With which of the following does the einployee intej-adt? (circle as many as apply) 

1. No one # ^ - 

2. Fellows, employees * ' \ 

3. Supervisor/ 

'4. Customers > 

^ 5. General public 

6. Government officials * , • 

7* Other (specify) l^Jj; ' ^ 

12. Cop a pe;:son be promoted from this position without- further training? 
(please circle) %^ 



1. Yes . ^ 

2. No (if *no skip to #14) 



13. What are the positions to which a person could be promoted?* 



a. 



b. ■ ■ d. 



ERIC 



• » 

lA. On what basis is a person pronoted? (tircle as many as aj^ly) 



1. 


Promotion on Merit t> 


2. 


Seniority • 


3. 


Additional on-the-job training 


4. 


Further outside education 


5. 


Performance evaluation 


6. 


Testing 


7. 


Experience 


8. 


Coimalssion 


9. 


Other (specify) 



15. ' Does the employee in this position have any supervisory responsibilities? 

(please circle) * 

1. ' Yes ■ . • , ' 

2. No (if no skip to #17) .' 4 ^ • 

16. Please , specif y the supervisory responsiijilities: 



17. Are 'thete any language requirements for this position? (please circle) 

1, Yes . ■ 

2. No (if no skip to #19) ' ' • 

18. What are ^hey? • ^ » ' 



19. Are there any special safety or emergency procedures which must be . learned 
prior to empl03nnent in this position? (please circle) 

1. Yes " , . 

* '2. No (if no skip 'to #21) " - 

\ 

20. What ate these procedures? ^ ; 



21* What is the total 
(please circle) 




of people cut£A«tly employed In this position? 



1. 


0-5 


2. 


6-10 


3, 


11-20 


4. 


21-50 


5. 


50 or more 




» 



Er|c ■^ 
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22'. Of the total number,, how many are females? 



23. Of the total number, how many are members- of minority groups? 



24. Are there any written materials (such as a job description, production report, 
manual, etc.) that could provide information regarding the requirements of the 
position? (please circle) 

1. Yes 

2. No (if no skip to #28) . . . ' 

25. What are these dociiments? 



^ . 

26. Can these documents be borrowed? (please circle) ^ 

1. Yes 

2. No (if no skip to #28) 

27. How can they be obtained? 



28, If the training program were to be initiated wh^t would be ,the most preferred 
location? (please circle) 

1. BCC North Campus . , , , . ' 

2^ BCC Central Campus . 

3. BCC South Campus .. _ • . 

4. On your site - , . 

5. Other (specify) , » t 
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TasV: Analysis Questionnaire 



Part B (Supervisor) 
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Broward Community College 
Institutional Research 



Office Use Only 



Position 




Interviewer 

personnel 
Manager 



Project: Curriculum Design for New 
Occupational Training 

ParrB: ' Task Analysis? 



Instructions: Please fill out the following sheets and return to Broward Coaanunity College by 
A postage paid envelope is attached for your convenience. 



/ 



I 

N3 
O 

r 



^ Information: All data pertaining to this position is to be used collectively. Names of individuals 

and companies* will not be used in the compiled report. . 
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« 



SKILLS CHECKLIST 



POSITION 



Instruction/^ Please rate the importance of the foliowlng skills in tenas of the ENTRY LEV:^ requirements 
— — of the position. (Please circle only one on each liti^) , 



Extremely Very 
Ii^ortant Important 



Important Unimportant 



Very Extremely 
Unimportant Unimportant 



1. Manual Skills - using & 

operating tools, equipment 
& machinery 



2, Mathematical Skills^ 



3. Reading - printed matter, 

blueprints, tables, diagrams, 
^ etc. 



4. Interpretation - printed 
matter 



5 . Verbal - communciation 



6. Written - Communication 



7. - ^Ferspa^l Relatfon Skills - _ 
d^lkpfe with people, custom- 
ers 7'^o-workers 



8." Supervi-sion Ski^^ls - 
instruction, directing?, 
evaluating, organizing 



-.1 



2 • 



. 5 



\ 



I 



r 



6 
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FREQUENCY SCALE 



IMPORTANCE SCALE 



How frequently is the duty 
performed? 



- • ■* 



1. 
2. 
3.* 

4. 
5. 
6., 



Continued ly 
Regularly 
^Occasionally 
Seldom 
Emergency 
Never ^ 



How ln^jortant is the duty In 
relation to the whole position? 

1. Extreiaeiy Important 

2* Very Important 

3, Sjjmewhat Important 

A . Somewhat unimportant 

• 5 . Very unimportant 

6. Extremely unimportant^ 



Position: 



PLEASE WRITE NUMBER ONLY IN BOX B^LOW 

Write down the, duties and/or Use 

responsibilities of this posi- Scales 

tlon. Only one per box Above 



Write down the ateps involved in the 
duty - WHERE -^PLICABLE ^ " 



Write down the efficiency level- 



WHERE APPLICABLE 



FREQ. 
IMP. 



FREQ. 
IMP. 



FREQ. 
IMP. 



FREQ. . 



25 '1 



IMP. 



O r r- 
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Employee Validation QuestiQjinaire 



Part C (Employeef) 
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Broward Community College 
Institutional Research 

Project ; "Curriculum Design for 
New Occupational Training" 



Office Use Only 



^^^^^ — ^ „ ^ — . 



Intervi ewer 



Positipn 



Part C , ESnployee Validation 
INFORMATION 



All data pertaining to this position wil-1 be us^d collectively. 
Names of individuals and companies will not be ui^ed in the final 
report. 



1. What is the overall objective of your position? 





4 














2. In your position, 
(please circle as 


which of the ifollowing persons 
many as spp^ly) ' • . ^ * 


- r J- . , _ 1- . \ * - ■ 

do you have cpntact with? 





1 . No one* 

*2. Fellow employees ^ * 

f 3* Supervisors ^ 

4, Customers 

5/ General >^Public 

6* Government officials 

?• Other (sfiecify) 



Do you have any supervisory responsibilities in ypur position? (please circle] 



1. Yes 

2. ^to (if no skip -to #5) 

'4. . What are these responsibilities? 



Or . 

^ O 4 
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Are there any special safety or emergency procedyre^which must 
be -learned before starting in your position? (please circle) 

1. Yes ' 

2. No (if no skip to #7) * ' * . ■ 

What are 'these procedures? 



On^ what basis is a person, in youi: position, promoted? (please 
circle as many as appl^) 

1. Promotion on merit \ . \ 

2. Seniority. ^ 

3. Additional' on the job tra'ining ■ ■ , 

4. Further outside schooling 

5/ Performance evaluation ' * . 

6 , Testing 

1. Experience . . ^ * 

8. Commission " ' ■ ' 

9. Other (specify ). ^ * 




SKILLS CHECKLIST 



POSITION 



instructions:' Please rate ' tUe importance of the following skills in term, "£ '^e ENTRY LEVEL 
Instructions.^, position. (Please circle only one on each line^ ^ 



1,. Man ual -Skills using & 
• operating tools, equipment 
& machinery 



2. Mathematical Skills - 



3, Readlna - printed matter, 

blueprints, tables, diagrams, 
etc. 

. _< J^^ 



4. Intt^rilXfi-tptii^lL ~ printed matter 



Extremely 
Important 



1 



5. Verbal - communication 



6. WrUleu - conimunlcation 



7. Persona r Reiatlbn Skills - 

dealing with people, customers, 
co-workers f ■ 

^instructing, directiiig, 
gjy^(]^vaiu'atinp, organizing 



4. 

1 ' 



Very 
'"important 




' 2 



Important 



Unimportant^ 



2 ' 



V , — 




Very 
Unimportant 



5 



5 



Extremely 
Unimportant^ 



6 
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Equipment and' Materials 

Please list all equipment and/or materials you use in this position: 



Please feel free to write anjr additional comments that you feel might be useful; 



ERIC 



-215- 



IN5tRUCTI0NS : 



Indicate, by number, the frequency and importance of 
each of the following tasks in relation to your position. 





IMPORTANCB SCALE 




FREQUENCY SCALE 


1. 


Extremely Important 




1. 


. " 'A 

Continuously 


2. 


Very Important 




2. 


Regularly 


3, 


Somewhat Important 




3. 


Occasionally 


4. 


Somewhat Unimportant 




4. 


Seldom ^ 


'5. 


Very Unimportant 




5. 


Emergency Situation Only 


6. 


Extremely Unimportant 




6. 


Never 



TASK 



FREQUENCY 



Please list any tasks-you perform th^t have not been mentioned in the ^above> list . 
(Please indicate the importance and frequency after each one.) 

■ • monm^t FREQUENCY 



^1 ..?:.■■«, , , / - ■ . — — ...... — i- ^ ■ ' 














\ 

^. - — . — . 









\ 
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Drafting Skill Checklist 
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Drafting Skill Checklist 



Position 



Instructions: Please rate the importance of each of the following skills in terms of ENTRY 
LEVEL requirements of your position. 



1. 
2. 

3. 
4. 

5. 
6. 



-<1) 
(2) 

(4) 
(5) 
^6) 
(7) 
(B) 
(9) 
,<10) 
(11) 
(12) 



Extremely Important 

Very Important f 

Somewhat Important 

Somewhat Unimportant 

Very Unimportant 

Extremely Unimportant , 

Please write the number from the scale in the blank. 



Basic Math 
Algebra 
Advanced Math. 
Basic Drafting 
Detailing 
Tracing 

Arcliitectural Layout 

Construction Iniyout 

Airconditioning Layout 

SUcitistics 

Dynamics 

Machine Do.'Uqn 



(13) Writing 

(14) Technical Writing 

(15) Hydraulics 

(16) Materials 

( 17 ) Ba^ic Electricity 

(18) Electronics 

(19) PC Board Layout • 

(20) Micro-Circuit Layout 

(21) Writing Techniques 

(22) Mechanical Assembly Techniques 

(23) Data Processing 

(24) Other ^ 
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Advisory Board Members 



and Up--date Letter 



V 



\ 
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f Advisory Board Volunteers 



Ms* Nancy Albert 
(Bookkeeping) 
Albert Admin. Associates 
10749 Shady Pond Lane 
Boca katori, FL' 33433 



Ms. Shirley Doyle 
Personnel Manager 
Sears Department Store 
901 N. Federal Hgwy. 
Ft. Lauderdale, FL 33304 
765-4000 



Mr. Ronny Aronsoh 
Distri*ct Manager 
Occidental Life Insurance 
3741 N. Federal- Highway #604 
Ft, Lauderdale,, FL 
563-5706 



Ms. Claudia Jack 
Director of Personnel 
Memorial Hospital 
3501 Johnson *Street 
Hollywood, FL 3302i 

987-2000 ext. 5471 



Mr. Bob Boegli 

Asst. Director of Voc. Tech. 

and Adult Education 
Broward County School Board 
1350 S.W, '2nd Court 
Ft. Lauderdale, FL 33312 

Mr* Morris Chaney 
Hollywood Federal Savings & Loan 
Data Center" 
140 S. Federal Highway 
Dania, FL 33004 • 
921-8666 



Ms. Marlene Konik 
Supervisor 

Gold Coast Health Service 
4699 Federal Highway 
Pompano Beach i FL 
785-2990 

Mr. Ed Mass . , ' . 
Asst. Administrator 
Pembroke Pines Gen. Hospital 
2301 N. University Drive- 
Pembroke Pines , 'FL 



Mr- Ken Coburn ; 
Assistant Superintendent 
Bendix Avionics \ 
2100 N.W. 62nd Street | . 
Ft. Lauderdale, FL 33310 
776-4100 ext. 130 \ 

Ms. Marilyn Dean 
liirector of Nursling i 
NorUi Beach Medical* Cerjter 
2835 North Ocean Blvd. 
Ft, Lauderdale, FL 



Ms. Betty Mott 
Supervisor 

Medical Personnel Pool 
2534 N. Federal Hgwy. 
Ft. Lauderdale, FL 
742-5583 

/ 

Mr. Rick Read ■ 
Area Supervisor 
Arthur xl'reachers 
1061 W. Oakland ^ark Blvd. 
Ft, f^auderdale, FL 33311 
561-8.508 



List of Advisory Board Volunteers cont'd- 



Mr. Harry Rosenberg 
Personnel Manager > 
Wilson Concepts, 
1408 S.W. 8th Street , 
Pompano, FL 33060 
946-5175 



Ms. J. Trenker 
Director of Nursing 
, Broward General Medical Center 
1600 S. Andrews Avenue ' . 
Ft. Lauderdale, FL | 33316 



Mr. Ed Salters 

Program Manager 

Bendix Avionics 

,21(Jt) S.W. 62nd Street 

Ft. Lauderdale, -FL 33310 



Ms. Berry Valin 

Director of Nursing 

Florida Medical Center Hospital 

5000 W. Oakland Park Blvd. 

Ft. Lauderdale, FL 33313 

735-6000 . • 



\ 
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broward community college 



aditiinistrative offices 
225 east las olas boulevard 
fortlauderdale, florida 33301 



January 15>. 1979 



Dear 



'The Advisory Panel concerned with the ^research project, "Curriculxjun 
-Development: for New Occupational Training" held its inaugural meel|ang 
January 11/8 A;M. Enclosed is information distributed tp the inexnbers 
who attended the meeting. * . " 

If you still intend to serve on the panel, t±ere are a few matter^ 
you can assist, us witJi. First, please acknowledge your intention^ 
l^y calling Kerry Lyn Fair (project coordinator) at 467-670O, ext. 1235. 
Secondly please return^ the imput sheet Clast page), as, soon as 
possible, indicating the areas in whi^h you can provide assi'^ancei 

We >;ave also asked, thg members of t±ie panel to criticize tS^ .enclosed 
Task Analysis instrument. When all the criticisms have been made by 
members of the panel, the task analysis will be revised before a pilot 
test is undertaken. 

Any comments you could -make would be greatly appreciated*" A pre-paid 
reply envelope has been enclosed for. your convenience-' 

We look forward to hearing from you in tiie near future. 

Sincerely, " " • 



Mantha Vlahos Mehallis, Ph. D. 
Director of Institutional Research 
and Systems Planning 



Kerry Lyn Fair 
Project Coordinator 



broward community college 



administrative offices 
' 225 east las olas bo^ilevard 
fortiauderdale/florida 33301 



July. 16, 1979 



Dear Advisory Board Member: " 



The research project, "Curriculum' Development For New Occupational ; ,^ 
Tifaining", is now in its final stages. The information collected is. bei'ng 
processed, preparation of the final report is well under way. and the 
compiled job descriptions are currently being validated by employees^ in the 

respective occupations. . . ' • >■ 

*i • , ' - * 

Through the duration of the project several areas have been eliminated, 

as indicated below. Following this is a, list of the , final ' areas plus action 

being taken. ^ 



* Eliminated Areas 

1 1 ii' i i ii I . . I 111 ^ — / 

- Bookkeeping 
Health Management 
Home Health Aide 
Sales Management 



Auto Sales 

Restaurant Management- 
Aviation Mechanics 
Avionics 



■ Occupgtion Research Priority Areas 



^ead Murse Management . - 
Drafting 

Insurance Secretary 
Construction Secretary 
Business Data Processing - 
Electronic Technicians , 



Curriculum design 
Curriculum defeign 
Workshop design 
Workshop design ^ 
Supplementary information 
Supplementary information 



If the area oi your concern has beeril eliminated, we wish to thank you for your 
contribution to this project. -If yoii have any questions regarding the 
elimir>ated ar^as, please . d9^n' t hesitate to call Kerry Fair at 467-6700 
ext. 235. A summary of the results' will be forwarded to you at the completion 
of the project, , ■ ( 

If you: areas of interest is in the final list, we hope you will continue ,to . 
assist us as needed. There will be a< meeting of the Advisory Board near the - 
end of the project to evaluate the findings. Thank you again for your 
cooperation. 



Kerry Fair 

Project Coordinator 




Letter of Appreciation 
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broward community college 



January 3, ^1980 



administrative offices 

225 east las olas boulevard ^ 

fort lauderjdale, florida 33301 



Dear Research Pr6^6t Participant: % 

Than3</you participating in Broward Community ColJLege's research 
project this past year to determine occupatipnal characteristics 
an^ skil3*s-. As a resultr^af ^ the infortnation we gathered, we have 
identified specif ic" are^ where 1rf>^^curs%Lculuni may be revised or 
expanded. Our program managers will fie^Um^uL^menting some of the 
recommendations this next term. '^T'- 

\If you *are interested in ifeceiving a copy of the results for your 
specific occupational area^ please send me your name and address so 
that' we may forward it to you. Again, we thank you for your 
asS^istance- in making our project a success. _ > . 



Sincerely, 



H.ucfi^ \/iu^ ka^Us 

Dr. Mantha Vlahos .Mehallii, Ph. D. 
Di-f-ector of Institutional research 
*^ . and Systems Planning 



M\^"M/aiK\ 



\ 
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. ■ ( ■ . , 

Pearson Cyrelatlons for B-rafting 



Questions 



37 x,6 
39 X 8 
53 X 12 
48 X 18 



Coefficient 

-0.4082 
0.4901 

-0.4602 
0.5030 



■Significance 



0.037 
•,0.014 
•0.021 
0..012 



Pearson Correlation's for Electronic Teclinician 



Questions^ 

37 x ,6 
39 X 8 



Cqeff f icient 

. . -0. 3056 
"0.4643 



Significance 

• 0.050. 

0^005* 1^ 



Skills ' 

11 X 29 

\ 



Coef f iciant 



'.3518 




significance 
' 0.028. " ' 



\ 



Pearson Correlations for Head Nurse 



Questions 

39 X 8 

40 X 9 ^. 



Coefficient 



-0,9166 
-0.9059 



■J 




Signyfidance 



Skills 

11 X 29 

12 X 30 



Coefficient 

0,4714 . . 
O-62%0 



Significance 



0.024 
'0.003 



Computef Programmer . 
Pearson Corre^latylons for Business ^pata ProcSessing 



Questions 



Coefficient 




ignif ieance 



Skills 



8 X 26 



Coef f Lcicnt ' 



0. lii 



Sig ni f icance 
• 

0. 04^ 



Pearson Correlations for Construction Secretary 



Ques1:ions ^ • Coefficient ' 



Significance 



39 X 8 



0.8000 



0.005 . 



Skills 



Coefficient 



Significance 



7 X 25 



0.6599 , 



0.027 



gearson Correlations foir Insurance Secretary 



Questions 



Coefficient 



Significance 



9x2- 
11 X 29^ 
li X 30 



0.5327 
0.6860 
0.5571 



0.011 

S = 0.001 

.s •= o.oda 



An^cpial. Access/Equal Qpp^tunity Conraiinity College 

NOKTH O^US — • 

1000 Coconut creek Rlvd. , Ponpano Beach, fl 972r-9100 

» * ■ ' > 

* HOLLYWPC© CENTER^ ' 

3601 Johnson Street^ Hollywood, Fl 966-2020 

• CENTRAL CAMPUS . • 

3501 S.W. Davie Road, Ft. Lauderdale, Fl 475-6500 

* 

PINES CENTER 
r- JUDSON A. SAMUELS CAMPUS 
Hollywood Blvd., and 72 Avenue, Hollyw6od, Pi 962-4110 

. . - FORT LAUDERDALE CENTER ' 

225 E. Las Olas ,Blvd. ,»Ft. Lauderdale, Fl 467-6700 
... , 



IMVERSITY OF CAIJFORNU 



KRir. 



® 



<;i.K\inM;H>H!HE FOR 



96 POWKIX r.lHH VKY HIJILDING 



